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Overview

Summary

The NECO Rebate Processing system is focused on the creation and design of a Consumer Rebate Form.  Once a properly structured rebate form is created, data input, tracking, and reporting all flow in a consistent manner allowing for easy and consistent data entry.

All data entry fields occur in the same order and placement as the rebate form and data entry is eased by the use of drop down lists of appropriate category and model information.  The system validates the presence of required fields and serial number rules.  Calculation of consumer rebates (i.e. an amount per item purchased, a fixed amount based on items purchased, paired items, etc) is defined during the rebate design process and applied at data entry time.

Communication to consumers is automatically generated (email if the consumer has supplied an email address, or postcard if no email is present) if a rebate is not completely valid.  If a rebate is valid, and the consumer has supplied and email address, a confirming email is sent.

NECO Headquarters will elect when to invoice vendors and chapters for rebate activity, and the system will create appropriate billing information for all activity since the last invoice cycle.  As payments are received from vendors and chapters NECO will produce a check description file for use by Solutran (check service provider).  Solutran will provide information on check processing which will be posted back to the consumer information.
The system is intended to meet the needs of:

· Consumers – by providing easy to complete rebate forms, access to online status information, and payments consistent with NECO’s objectives.
· Chapter Members – by providing consistent rebate forms, available on demand, the ability to track consumer rebates and issues on line, the ability to log information regarding a specific consumer rebate, and online and downloadable reports.
· Chapters – by providing the ability to easily review and track campaigns from design through end-of-life, online and downloadable reports of rebate information by campaign or by date range.
· Vendors – by providing the ability to review and approve campaigns online and to have access to online or downloadable reports.
· NECO headquarters – by providing an easy to design and manage rebate program which focuses on the efficiency of data entry to minimize labor cost and time.
Life of a Campaign

A campaign moves through four stages:
1. Design – the Chapter Merchandisers, NECO Headquarters, and the vendor agree on product, objectives, and structure of the campaign. A preliminary rebate form is created.  Various rebate types (i.e. an amount paid by each model purchased, an amount based on the number of models purchased, pairs of models [washer/dryer], etc) are handled, as well as the formatting of the rebate form (i.e. one or two pages, explanatory information in header or footer areas, spacing, etc) and chapter/vendor billing information are all captured during the rebate “design” process.
2. Preview – the Chapters (and Retail Deck) and the vendor are notified via email that a rebate form is available on the NECO website for review and approval.  Chapters and the vendor are responsible for timely signoff to insure that the campaign can become active on the targeted date.

3. Active – Chapters (and Retail Deck), Chapter Members, and the vendor are notified via email that a campaign is now available for consumer use.  Rebate forms are posted on the NECO site.  Consumer purchases of rebate product will occur with consumers completing and submitting necessary supporting documentation.  NECO Headquarters will receive consumer completed rebates and enter them determining which rebates are valid and are to be paid, which rebates are classified as “pending” and require additional information from the consumer or which rebates are “rejected” because the rebate submission did not meet the qualifications of the rebate program.  Consumers are notified via email (if they have provided an email address) or via post card if there are any issues.  Consumers who have supplied an email address will receive a confirming email indicating the rebate has been received, the status of the rebate, along with a website address and tracking number which the consumer can determine the status of their rebate.

NECO Headquarters will collect campaign rebates and periodically (approximately every two weeks) will invoice the vendor and Chapters for any funds due.  Vendors and Chapters can download spreadsheets that coincide with the invoiced information.

When NECO Headquarters has received funds for campaigns activities, Solutran (a check printing service provider) will be instructed to issue checks for valid rebate submissions.  Solutran will supply back to NECO Headquarters information of paid checks.  Consumers, chapters and chapter members will be able to view check numbers and paid information
4. Closed – the campaign end date has been reached and no further purchases of vendor product are allowed after this date.
NECO Headquarters Processing

Daily Processing
NECO personnel will retrieve daily mail receipts and create separate “batches” for each campaign.  Each “batch” will be had counted and scanned with an electronic file of the “batch” recorded on the “REBATES” network drive.  A “batch” cover sheet will be created with the hand count of the “batch” entered in to the system.

Data Entry operators will enter each rebate form.  The system will highlight any missing information or invalid condition (i.e. purchase made outside the dates of the campaign, consumer did not purchase sufficient qualifying items, etc) and calculate the rebate due the consumer.  The system will automatically validate serial numbers (if a serial mask is defined for the model) and will identify if this consumer has previously purchased this model in rebate program and if this serial number for this model has previously been claimed for rebate.
When entered by a Data Entry operator all of the following required fields must be present to classify a rebate as “valid”.  If any required field is not present than the Data Entry operator must classify the rebate as “pending” or “rejected”.  A Supervisor, during “batch review” may override the “pending” or “rejected” as “valid” if desired.  The required rebate fields are:

· Dealer

· Purchase Date

· Postmark Date

· Last Name

· Line 1 Address

· Zipcode

· When a model is entered:

· Serial # (if a serial mask has been specified)

· Purchase Price (determined by campaign if required)
At any time, consumer inquiries and rebate information updates will be received via mail, email or phone and the operators will update previously entered “pending” or “rejected” rebates.
A Supervisor will review each completed “batch” and updated “pending”/”rejected” additional updates for completeness and audit readiness.  When a “batch” (or “inquiry updates” are determined to be “complete”, appropriate consumer communication (postcards, emails) will be queued for further processing.

Queued postcards can be batch printed as needed.  Queued emails will be automatically sent on a controlled release basis to meet email restrictions of the service provider (Hostgator, currently 200 emails per hour).

Cycle Processing

At predefined intervals, the supervisor will process all completed “batches” since the previous “cycle processing” to be gathered and prepared for invoicing.  The system will prepare billing information for vendors and chapters based on the rules established for each campaign at “design” time.  Chapter/vendor billing and receipt recording is performed outside of the Rebate System (QuickBooks).
When receipts of funds for chapter/vendor billings occur, a supervisor will create a “check cycle” (a file of check authorization instructions) and forward this file to Solutran (our check service provider) for check printing and mailing.
Pend Cycle Processing

Pended rebates are tracked by month by billing organization.  At to-be-defined intervals the NECO office will determine if adjustments and payouts of the pended rebates should occur.  The supervisor will create “pend cycle” of disbursements/adjustments to the outstanding pended items.
Email Processing
Email Processing for the Rebate System is handled by a queued, store-and-forward process.

Because of a 1000 email per hour limitation of the hosting service for the Rebate System a queued facility has been implemented.  The status of the queue may be checked at any time through the Admin | Queue Status transaction [Queue1].

Emails are sent in prioritized order 1-Consumers, 2-Chapters, 3-Retail Deck, 4-Members, 5-Vendors.  Emails are sent in a first-queued, first-sent ordering within each, intermixing Consumer valid and reject/pen notifications and campaign Preview, Active, Closed notifications.

To limit the number of emails which members may receive at the start of each month, Active notifications can be batched so that a member will receive only one email for all campaigns which are going active.

Active Campaign Batching

In Campaign Design [CampaignDesign1] when a campaign status changes from Design to Preview, Preview to Active, and Active to Closed the associated emails are added to the email queue.

In the case of a change from Preview to Active, the request to place entries on the email queue is “batched”.  When all of the Campaigns that you wish to include in one set of emails to the member has been selected as Active, you should select Campaign | Batch Email | Send [BatchEmail2] which will build the necessary email queue entries to generate one email per member, chapter, and vendor for all campaigns which have gone active for that organization.
The eMail queue should be checked at Admin | Queue Status [Queue1] to insure that the eMails are queued (the eMail queue should have a value approximating the number of chapters + members + vendor items to be mailed to) and the “Active” Campaign Batch Email Queue should reflect the number of Campaigns which have been set to Active to receive this emailing.

The system will proceed to email approximate 200 emails every hour, when the eMail queue has been dissipated (again verify by checking Admin | Queue Status [Queue1], then select Campaign | Batch Email | Clear Active List [BatchEmail4] to clear the batch queue.

Emails are sent from rebates.info@necoalliance.com with a disclaimer instructing people to NOT respond to this automated service machine.

Info.rebates@necoalliance.com
Consumers emails will be directed to the info.rebates@necoalliance.com id, and this email address should be monitored for activity.  As responses are made to inquiries a blind copy should be made to rebates.archive@necoalliance.com.
Rebate Creation

The correct creation of a new rebate campaign is critical to the success of the Rebate Processing System.  The Rebate System’s success is based on the creation of a new rebate campaign not only in creating the rules and qualification characteristics for a rebate, but in dynamically building the consumer rebate form as it is needed, defining the dealers who will participate in the campaign, providing communications to chapters, dealers, vendors and consumers, creating invoice information, issuing check writing instructions and handling consumer inquiries.  

This tight integration of the campaign creation, the rebate form, and the rules and qualification criteria provides for central management of a rebate campaign.  The rebate form is critical to a campaign, and the visual inspection of the rebate form identifies many of the criteria of the campaign.  

The rebate form is actually constructed from a series of “building blocks”:
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Rebate Redemption Instructior
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May 1, 2007 and May 31, 2007
2 Include a legible copy of your sales receipt showing model number, purchase date, and all charges paid.
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By using this “building block” approach, the Rebate System is capable of building and displaying a wide range of rebate qualification rules and implementing them in a consistent, easy to use, data entry, invoicing, check writing and consumer inquiry way.

The next several sections will provide detailed examples of implementing various rebate qualification rules and formatting options for the rebate form.  It is important to understand that the formatting options shown can be used for all rebate form qualification rules.

The following rebate qualification rules are implemented within the system:

· Amount with each model – a rebate amount is identified for each model
· Package – a rebate amount is paid based on the number of models purchased
· Package with Bonus – a rebate amount is paid based on the number of models purchased and a bonus rebate is also paid if a minimum of a specified number of models is purchased
· Some models paired – in addition to a rebate being identified for some models, other models may be grouped as a “pair” with the qualification rule that the consumer must purchase one model from each of the groups within the pair.  For example, a washer and dryer pair.
· Specific package with Bonus Models – qualification rules are established for models within various categories must be purchased in specific and/or combinations.  For example, a purchase of a range or a refrigerator and a dishwasher.  In this rebate offer, it is possible to define the rebate amount as determined by the consumer purchasing another category.  For example, if the consumer purchases a range or a refrigerator and a dishwasher the rebate amount is determined by the purchase price of a cooktop purchased at the same time.
· Variable package – qualifications rules require that the consumer purchase a model from each category in the campaign (a category may consist of individual models, a pair, or consist of sub-categories).  The rebate reward in a variable package is based on the purchase price of a model in a designated category, and the rebate reward price can have a maximum amount associate with it.
In addition the following can be defined in any rebate campaign:
· a maximum total rebate amount to be paid
· a minimum purchase price for a specific model, or pair, or package

The following rebate descriptions can be used independently as reference, or if read in order, as a tutorial of the various capabilities and definitions within the rebate system.
Amount with each model 

The amount with each model has been the most commonly used rebate program.  This program has a specific rebate amount associated with each model in a category.

Rebate Form

Note the use of the * at the end of a model number, will cause the italics comment at the end of the models listed for the category * Any model beginning with these characters is valid
Also note that in the model/serial section of the rebate form there is no space shown for the consumer to write-in the model number – checking the model in the model description area is sufficient.  Also, only one serial # entry is provided.  Both these characteristics are defined in Category Maintenance [Category1]. 
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Consurmer Name:
Mailing Address
City State: Zip
Phone Number N N eMail

[Piease check here if you do not want to receive communications other than information concerning your rebate via elail

Rebate Redemption Instructior

1 Mail the completed rebate certificate including model and serial numbers to the address below for eligible models purchased between
May 1, 2007 and May 31, 2007

2 Include a legible copy of your sales receipt showing model number, purchase date, and all charges paid.

3. Envelope must be postmarked by June 15, 2007, last date of re-submission is also June 15, 2007.

4. Allow 16 weeks from the time we receive all required information for delivery of your check

rebate offer s Imted to one rebate per household. Void where prohbited, axed or restricted by law. To check the.

Istatus of your rebate please visit www.rebatetrack comNECO or call 1-300-860-1791 between SAM and SPM eastern MAIL TO.

fime. Missing or incomplete information wil delay the processing of your ebate. The consumer i responsible for REBATE PROCESSING CENTER
\appropriate sales tax. The consumer is sakely responsible for lost mutiated, or misdirected mai. I you receive a et Dept #07-69841

from us requesiing more information, al responses mst be made wihin 2 weeks of our request. Tis offe s no lnger PO BOX XXXXX

\aid i the check s not cashed within 11 months of issue date. By submiting this claim you hereby accept above stated WAYNE, NJ 07470

terms ang conditons. Fraudulent submissions may result n federal prosecuton.





Campaign Design

Points to note:

· the Maximum Rebate amount is set to zero, indicating that there is no limit on the amount of rebates to be paid on an individual rebate form.

· The cost per rebate (the rebate processing fee) is set at $2.12 and all costs of this campaign will be invoiced to the chapters.
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Category Maintenance
Points to note:

· Show Category on Rebate Form marked as Y (Yes) causes the category name to be shown on the rebate form

· # of Model/Serial on Rebate Form is set to 1 which causes one entry to be shown in the model/serial section of the REFRIGERATORS category on the rebate form.

· Show Model Input Line Request is marked as N (No) causes only the serial number input to be shown in the model/serial section.
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Model Maintenance

Points to note:

· Model entry ends with an * (asterisk) this will cause the message * Any model beginning with these characters is valid to be shown under the models in the REFRIGERATORS category section of the rebate form

· No serial # mask has been identified for this model – any serial number entered will be accepted

· The Reward Amount of $50 defines the rebate amount and will be shown immediately next to the model on the rebate form
· No Minimum Price has been identified for this rebate to be valid
[image: image5.png]NECO Alliance
Campaign v Activity Process v Rebate v Admin ~ Logoff

Model Maintenance

Category: | REFRIGERATORS v,
Model: [prs225

Seria # Mask
Reward Amounts a0

Minimurn prices [o30

Pair Designator: @ Nt Paired O Pair Group 1 O Pair Group 2
Sub-Category Designator: @ None O subcCat1 O subcat2 O subcat3 O SubCat4

Update

& Persons! Systems Technology LLC - 2007



 
Package with Bonus

The Package (and the package with Bonus) have a rebate amount associated with the purchase of a number of categories (i.e. purchase models in two categories and the rebate amount is $X, purchase models in three categories and the rebate amount is $Y.

In addition a Bonus category can be selected that will only have a valid rebate paid if the minimum number of categories have a valid purchase.
Rebate Form

Points to note:

· A “Header” is shown above the Category / Model / Model-Serial Number section, providing information to the consumer

· Model-Serial Number information is not shown for each category, but is shown at the bottom of the Category / Model section – this conserves space on the form to allow it fit on one page

· Additional information is shown below the models in the Built-in Refrigeration category.

· No rebate amounts appear next to the models, because this is a Package campaign.

· Line Spacing has been set to 0 to remove extra lines between Purchase Date / Invoice Number / Salesperson section and the Category / Model section, and between the Category / Model section and the Consumer information, and between the Consumer Information and the Rebate Redemption Instructions, and between the Rebate Redemption Instructions and the Boiler Plate.
[image: image6.png]Vai only on sales made from an authorized member of ADC.

“NNECO“‘”‘““E KitchenAid BONUS PACKAGE Rebates! No Logo Fi Found

[+ SAMPLE FORM =

Eligible models must be purchased between lay 17, 2007 and June 23, 2007
To Be Completed By Salesperson and Consumer
Purchase Date: Invoice Number Salesperson

Buy any 2 eligible KitchenAid Major Appliances and receive $150
Buy any 3 eligible KitchenAid Major Appliances and receive $300
Buy any 4 eligible KitchenAid Major Appliances and receive $500
BONUS: Purchase an eligible KitchenAid Buit-In Refrigerator as part of this offer and receive a
BONUS rebate of §200
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City State: Zip
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[Piease check here if you do not want to receive communications other than information concerning your rebate via elail

Rebate Redemption Instructions:
1 Mail the completed rebate certificate including model and serial numbers to the address below for eligible models purchased between
May 17, 2007 and June 23, 2007

2 Include a legible copy of your sales receipt showing model number, purchase date, and all charges pai
3. Envelope must be postmarked by July 7, 2007, last date of re-submission is also July 7, 2007.

4. Allow 16 weeks from the time we receive all required information for defivery of your check

s rebat offer & mted o one rebate per household. Void where pronibted, taxed or restricted by law. To check the

Istatus of your rebate please visit www.rebatetrack comNECO or call 1-800-860-1791 between SAH and SPH eastern MAIL TO.

fime. Missing or incomplete information wil delay the processing of your ebate. The consumer i responsible for REBATE PROCESSING CENTER
\appropriate sales tax. The consumer is sakely responsible for lost mutiated, or misdirected mai. I you receive a et Dept #07.71120

from us requesiing more information, al responses mst be made wihin 2 weeks of our request. Tis offe s no lnger PO BOX XXXXX

\aid i the check s not cashed witnin 11 months of issue date. By submiting s claim you hereby accept above stated WAYNE, NJ 07470

terms ang conditions. Fraudulent submissions may result n federal prosecuton.





Campaign Design

Points to note:

· Footer Model/Serial is set to 4 – this is what causes the model serial information to be shown after the category / model section and to not show the model serial information for each category.  This provides more space to show models in the model section and conserves space to have the rebate form on one page.  In addition, this entry will cause the selection list of Category/Model information in the Rebate Input [RebateInput5] to be displayed in Model number sequence as opposed to Category and Model sequence.
· Form Spacing is set to 0 – this is what eliminates the spacing between various sections on the rebate form which conserves space and allows this form to be printed on one page.

· Header Text is present to explain the qualification criteria for the consumer.  This information is displayed on top of the category / model section of the rebate form.

· The Package button which provides the ability to further define the campaign.
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Category Maintenance

Points to note:

· # of Model/Serial on Rebate Form is set to 0.  Remember we have set up Model/Serial to be printed as a footer – see Campaign Design [CampaignDesign1]

· Show Model Input Line Request is set to N (No) – again Model/Serial is set to print as a footer

· Category Message has information which will be displayed at the bottom of the models listed for this category.

· Bonus Information has entries to define the qualification criteria for the bonus, in this case a minimum of two models and a bonus amount of $200.  The Bonus Description will be used in any consumer communication to explain what this bonus is.
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Model Maintenance

Points to note:

· This is an example of one of the model definitions for this campaign

· No reward amount is indicated, because this campaign is paid base on the number of models purchased, not an individual amount per rebate
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Package

Points to note:

· This screen is used to define the rebate payments for the package
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Some Models Paired
Rebate Form

Points to note:

· Laundry Pair of Washer/Dryer category, requires the consumer to purchase a washer and a dryer to qualify for the rebate.

· Two sets of Model/Serial information to entered by the consumer of the Laundry Pair

· Extra spacing between rebate form sections to improve the formatting of the rebate form on one page.
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Consurmer Name:
Mailing Address
City State: Zip
Phone Number N N eMail

[ Piease check here i you do not want to receive communications other than information concerning your rebate via elail

Rebate Redemption Instructior
1. Mail the completed rebate cetificate including model and serial numbers to the address below for eligible models purchased between

July 1, 2007 and August 31, 2007.
2_include a legible copy of your sales receipt showing model number, purchase date, and all charges paid.

3. Envelope must be postmarked by September 15, 2007, last date of re-submi is also September 15, 2007.
4. Allow 16 weeks from the time we receive all required information for delivery of your check

rebate offer s Imted to one rebate per household. Void where prohbited, axed or restricted by law. To check the.

Istatus of your rebate please visit www.rebatetrack comNECO or call 1-300-860-1791 between SAM and SPM eastern MAIL TO.

fime. Missing or incomplete information wil delay the processing of your ebate. The consumer i responsible for REBATE PROCESSING CENTER
\appropriate sales tax. The consumer is sakely responsible for lost mutiated, or misdirected mai. I you receive a et Dept #07.73103

from us requesiing more information, al responses mst be made wihin 2 weeks of our request. Tis offe s no lnger PO BOX XXXXX

\aid i the check s not cashed within 11 months of issue date. By submiting this claim you hereby accept above stated WAYNE, NJ 07470

terms ang conditons. Fraudulent submissions may result n federal prosecuton.





Campaign Design

Point to note:

· Form Spacing is set to 2 to add extra spacing between sections of the rebate form
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Category Maintenance

Points to note:

· The Category is define with the rebate about ($50) included category name to identify the rebate amount for the consumer

· # of Model/Serial on Rebate Form is set to 2 to have two sets of Model/Serial consumer information displayed on the rebate form for the Laundry Pair combination

· Show Model Input Line Request is set to Y (Yes) to display a place for the consumer to enter the model information on the rebate form

· The Pairing Information entered to describe qualification for this campaign.  Note the pair name information (Washer, Dryer) is shown on the rebate form above the respective model information and the Pair Rebate amount is entered in Pair Amount for internal use by the rebate system.
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Model Maintenance

Points to note:

· This is an example of one of the models of the Laundry Pair

· Pair Group 1 is selected in the Pair Designator to identify this model as part of the Washer pair within the Laundry Pair category
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Specific Package with Bonus Models

A Specific Package is a rebate campaign where the consumer must purchase a model from a specific category (the qualification criteria can be established to require the consumer to require multiple categories of product).

Categories and models are defined as they are for other campaigns and may include paired and sub-category (see explanation ….) categories.

The specific categories are selected from the Specific Package button on Campaign Design [CampaignDesign1].
Rebate Form

Points to note:

· Header and Footer information which appears above and below the category/ model/serial information to explain the campaign

· The category TV appears before the Home Theatre System category.  Normally categories are listed in alphabetical order, however this rebate form shows TV first – this is done to make the rebate form more understandable by having the required (specific) category before the “bonus” category (which will only be paid when a qualifying TV model is purchased)

· Additional explanation under the models in the TV category to explain the campaign.
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[**** SAMPLE FORM ™+
Elgile models must be purchased between November 1, 2006 and December 31,2006

To Be Completed By Salesperson and Consumer

Purchase Date: Invoice Number Salesperson

SONY Bonus Product Rebate
Purchase any eligible LCD or GRAND WEGA TV and receive a product rebate
In addition, purchase a Home Theater System and receive up to a §60 BONUS Rebate

J7 R—
Lo v
OroLs2s2000 $30 [JrpLs2s2010 $30 [rpL40s2000 $60
OroLeos2010 $60 [JRpL4652000 $90 [IRDLA6S2010 $90
v - GranD wEGA Model #
GRAND WEGA TV seriart
Orora2e2000 $30 [JRDF42E2000 $30 [IRDF46E2000 $40
Ororsoe2000 $50 [JRDF55E2000 $60 [IRDFE42A10 §30
Purchase an eligible TV listed above and a Home
Theater System listed below and receive mp o a $60
BONUS Rebate
Model #
HOME THEATRE SYSTEM |[pAvFXs500 $40 [JDAVFX900W $60
serials

* All purchases must be on the same dealer sales invoice to be eligible for combination rebates
#+ Can be combined with other offers
#%* Maximum combination rebate is $150 (limit 1 from each bomus category)

Consurmer Name:
Mailing Address
City State: Zip
Phone Number N - eMail

[Piease check here if you do not want to receive communications other than information concerning your rebate via elail

Rebate Redemption Instructions:
1. Mail the completed rebate certificate including model and serial numbers to the address below for eligible models purchased between

Novernber 1, 2006 and December 31, 2006.
2.Include a legible copy of your sales receipt showing model number, purchase date, and all charges pai
3. Envelope must be postmarked by January 15, 2007, last date of re-submission is also January 15, 2007.
4. Allow 16 weeks from the time we receive all required information for delivery of your check

rebate offer s Imted to one rebate per household. Void where prohbited, axed or restricted by law. To check the.

Istatus of your rebate please visit www.rebatetrack comNECO or call 1-300-860-1791 between SAM and SPM eastern MAIL TO.

fime. Missing or incomplete information wil delay the processing of your ebate. The consumer i responsible for REBATE PROCESSING CENTER
\appropriate sales tax. The consumer is sakely responsible for lost mutiated, or misdirected mai. I you receive a et Dept #06.58222

from us requesiing more information, al responses mst be made wihin 2 weeks of our request. Tis offe s no lnger PO BOX XXXXX

\aid i the check s not cashed within 11 months of issue date. By submiting this claim you hereby accept above stated WAYNE, NJ 07470

terms ang conditons. Fraudulent submissions may result n federal prosecuton.





Campaign Design

Points to note:

· Maximum Rebate set to $150.  The Rebate System will cap any rebate to be paid to a maximum of $150 for this consumer submission

· Header/Footer text is entered which will appear on the Rebate Form.

· Note the Specific Package button to further define the campaign
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Category Maintenance

Points to note:

· Force Rebate Form Print Order is set to 1 to cause the TV category to print as the first category (the Home Theatre System category entry has the Force Rebate Form Print Order set to 2.  Remember that if Rebate Form Print Order is used, it must be used on each category in the campaign.
· Category Message is used to display a message explaining the campaign qualification criteria at the bottom of the models listed for the TV category

· Sub-category information is used to set up the qualification that the consumer must purchase one of either an LCD TV or a Grand Wega (Note: a Paired category could have been used in this case instead of the sub-category since there are only two conditions – either using Pair or Sub-Category will work in a similar fashion.
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Model Maintenance

Points to note:

· Reward amount is entered for each model

· Sub-category is selected to have this model listed proper on the rebate form.
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Specific Package

Point to note:

· Required Category lists the specific categories required for consumer purchase for the rebate form to be valid.  In this particular rebate there is only one required category.
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Variable Package
A Variable Package requires that the consumer purchase a model from each category (a category may be a pair or consist of sub-categories).  The rebate reward in a variable package is based on the purchase price of a model in a designated category, and the rebate reward price can have a maximum amount associate with it.
Rebate Form

Points to note:

· The form spans two pages, and has the category / model information on the second page.

· The category / model information is shown in “compressed” format to save space

· Header text is used to explain the campaign

· Page footer/heading showing campaign name and page number
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Campaign Design

Points to note:

· Form Spacing is set to 3 to make the first page of the Rebate Form have more white space to be aesthetically pleasing

· Compress Form is set to Yes to eliminate the Category and Model/Serial columns to allow for the maximum room to display models.  As this campaign has many models in several categories this offers the best use of Rebate Form space
· Two Page is set to Yes to print the category/model information on the second page and create footers/headers for the pages
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Category Maintenance

Points to note:

· Sub-category information for 3 areas.  Each has explanatory text which will be displayed under the sub-category models to explain the campaign

· And/Or logic is used to set up the qualification criteria for this category to meet the objectives of the campaign

· The sub-category number will be used to associate models in this category with the proper subcategory (see Model Maintenance)
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Model Maintenance

Points to note:

· This is one model entry of the category with sub-category groups.

· The Sub-Category Designator was selected to properly position this model within the correct sub-category (see Category Maintenance)
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Variable Package

Variable Package defines the category and the qualification criteria for the variable rebate.

Points to note:

· A maximum reward has been set for this campaign.  The Rebate System will cap the reward to the purchase price of the dishwasher or $399, whichever is lower.

· A Bonus reward can also be offered in this type campaign, but it has not been activated for this campaign
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Multiple Package with Bonus

A Multiple Package with Bonus campaign allows for the definition of multiple categories which the consumer must purchase qualifying product from each category to receive a specific reward.  Multiple combinations of different categories allow for a rebate reward amount to be paid based on different purchases.  In addition, one category can be Bonus category which allows for the entry of a specific rebate reward for each model within the category.

The system will check each combination of packages against the consumer purchase and will pay the highest reward amount the consumer is entitled to.  The Bonus category must be identified as one of the categories in the package to participate at the bonus level.

Rebate Form

The rebate form is no different than other rebate forms.
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Campaign Design

Point to note:

· Note the Multiple package button to further define the campaign
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Multiple Package with Bonus

Points to note:

· Multiple packages are defined by description, amount and by identifying which categories must be present for this package reward to be paid.

· Other screens display all packages for this campaign and allow for the selection of this screen, see further detail write-up.
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Multiple Package with Multiple Bonus

Multiple Package with Multiple Bonus is similar to Multiple Package with Bonus, the significant difference is that in Multiple Package with Multiple Bonus (MPMB) an unlimited number of bonus conditions can be established.

The definition of the campaign, categories, models and dealers is the same as any other campaign.

To define an MPMB select the [image: image29.png]Multiple Package



 button from the Campaign Design (CampaignDesign1) screen.  Control will transfer to the Multiple Package w/ Bonus Screen [MultPkg1].
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This screen will display all current MPMB options and allow for the creation of a new MPMB or for the update/delete of an existing.

Selecting Add Package will display MultPkg3
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Or Update will display MultPkg3 as
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Define the packages as you would in a Multiple Package w/ Bonus.  The rebate system will calculate the bonus to be paid as the highest package which the models purchased qualify for.

Member Delivery & Installation Rebate

A Member Delivery & Installation Rebate is very similar to other rebates, but it displays a unique rebate format and the rebate amount is calculated based on the delivery price paid by the consumer, up to a stated maximum.
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The campaign design is completed as any other campaign would be, with the specific items of note being campaign type (Member – Delvery/Installation), stating Price Entry Required (Yes), add a category and model of Any Appliance.
The unique rebate form created would look similar to:
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Application for Extended RAC Warranty
An Application for Extended RAC Warranty is a special campaign type.  Campaign specifics, Categories and Models are all entered in a similar manner to other campaigns, but the wording and format of the rebate form are slightly different.
Sample Application for Extended RAC Warranty Form
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Detail Processing
Login Processing
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User login.  User Name and Password are case sensitive.  
The User Password for NECO Headquarters, Chapters and vendors and must be 8-14 characters with a least one lower case letter, one upper case letter and one of the following special characters: !@#*+=  If a User enters an incorrect password three times on the same day, the system will automatically suspend user rights and instruct the user to contact a Rebate System Administrator to have their password reset.  The system will automatically require a new password to be created when a system determined time has elapsed.
The User Password for chapter members will be maintained and authorized on a real time basis through a single password sign-on facility managed by Retail Deck.

Menu
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The “Main Menu” will appear on each screen after proper login.

The user can select from the menu what key activity to use:

· Campaign – work with or create a campaign.  
· Print rebate form, create targeted emails, or generate campaign reports.  

· Design a campaign, change campaign state.

· Summary of campaigns

· Copy a campaign

· Work with batch campaign emails.

· Maintenance on serial number masks, vendors, or boiler plates.

· Reports

· Activity – create reports of rebate activity by date range for all of NECO or a selected Chapter.  Provide drilldown information by Vendor or Member.

· Merchandiser spreadsheet – create a spreadsheet of selected campaign activity by time period.

· Process – work with “batches” and “cycles”.  

· Create a new batch and batch cover sheet.  Inquire (look up detail rebates) or a previously processed batch.  Review “active” (batches which have entries entered in them) and “open” (batches which have had rebate information scanned, a rebate sheet created, but no rebate entry).

· Mail receipt.  Log the number of mail items received by day.

· Cycle.   Periodic (usually twice per month, collection of rebate information to be invoiced)
· Create invoice information for chapters/vendors

· Validate (compare spreadsheet created cycle information with summary information in Rebate System).

· Check processing
· Select by cycle/campaign rebates to have checks issued.
· Re-issue, void, create adjustment checks

· Process Paid Checks

· Validate check file being sent to Solutran

· Bank Account

· Display, reconcile checking account information for Valley National Bank and Citizens Bank

· Rebate

· Inquiry – look up information of previously entered rebate forms.  Inquiry can be performed by Tracking Number, Telephone Number, or Last Name and Zipcode.  Last Name and Zipcode searched can be made with partial information.  A percent sign (%) is the wildcard character for partial information inquiries.

If a rebate is “valid” a summary screen will be displayed.  If a rebate is “pending” or “rejected” the rebate data entry screen is displayed.

· Input

· The operator selects the batch which the rebate entry is part of and the rebate entry screen is displayed.

· The system will validate all data entry input and highlight incomplete or incorrect rebate information.
· The system will calculate the appropriate rebate amount.

· The operator will classify the rebate as “valid”, “pend” or “reject”.  (Note: a data entry operator can only classify a rebate as “valid” if all *required* information is present.  A supervisor may override a rebate as “valid” even if all *required* information is not present).

· Postcards.

· Print postcards queued via Batch Review or custom created postcards.
· Clear Postcard queue

· Review postcard queue, allow removal of individual items

· Email – review email queue, allow removal of individual items (note emails are sent every hour on the half-hour.
· Admin (Administration)
· Queue Status – displays the number entries on the email, postcard, and “active” campaign batch email queues.

· Users – displays all NECO Headquarters, chapter, vendor users and allows for adding new users, and updating or deleting existing user ids and passwords.

· System Statistics – display overall system information – e.g. rebates entered, reviewed; forms downloaded; logon activity; consumer access; etc.

· Chapter email – display (allow update/delete) of chapter email addresses

· Member email display

· (allow update/delete) by chapter of member email addresses

· Lookup by email address member bouncebacks
· Manufacturer email – display (allow update/delete) of manufacturer email addresses

· Member Directory – display by alpha, Member ID or System ID

· Data Entry Stats - display Data Entry personnel productivity, log in
· Batch Review Stats – display Batch Review personnel productivity

· Reasons – display/update system rebate Reason descriptions
· eMail value update – update email, bounceback and message throttle information
· Zipcode maintenance – display/update zipcodes for system use

· Scripts – update php script authorization for system
· Control 

· Update email, mail address information
· Toggle real time authorization of mail addresses to Service Objects

· Documentation – display history of user documentation and allow for user download of complete documentation.

· Logoff – logs user off of the Rebate System
Campaign Processing
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Campaign Processing is the cornerstone of the Rebate System.  This is where campaigns are created, rolled out for execution, key communication occurs with chapters, members, and vendors; and reporting by campaign occurs.

A campaign should be thought of as being constructed from a set of building blocks.  Information for the campaign is supplied by the chapter merchandisers and vendors, with NECO hopefully directing the conversation with information which will best leverage the use of the Rebate System.  The key objective in developing a new campaign is to use the existing capabilities and design of the Rebate System, but if new function or a new type of campaign is encountered, the design and architecture of the Rebate System should allow us to accommodate evolving requirements.
· New – create a new campaign

· Select – select an existing campaign to work with

· Print Member Rebate Form – print a campaign form for a member

· Summary – review campaign summary information

· Batch Email – send batched emails regarding campaigns

· Copy Campaign – copy an existing campaign for re-use

· Discussion – for online discussion of campaign updates

· Serial # Mask – define masks for serial number validation in data entry

· Manufacturer – manufacturer table maintenance

· Boiler Plate – add, update, change boiler plate information for rebate forms

· Model Search – search existing campaigns for a model number

· Funds On Deposit – add, change a Funds on Deposit category for billing 

New [NewCampaign1 XE "NewCampaign1" ]
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A “New” Campaign is created by identifying the campaign code (assigned by NECO).  The campaign code is identified by 2-digit year followed by a hypen and then a 5 digit designator (e.g. 07-71120).  The campaign description can consist of up to two lines of 45 characters each.

The campaign description can have an embedded “carriage return” to format the description.  The campaign description will appear as entered on the Rebate Form, postcards and emails.

If no entries are made prior to pressing Submit, an error message will be displayed.

Prior to creating the new campaign, a check will be made if the campaign code already exists, if the campaign code already exists an error message will be displayed.
A new campaign will be created, and the system will display CampaignDesign1.
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Choose either Design, Preview, Active to view campaigns in those “states” and control will transfer to CampaignSelect1, or choose Closed, Archived to view campaigns in those “states” and control will transfer to CampaignSelect1c.
Design, Preview, Active [CampaignSelect1 XE "CampaignSelect1" ]

[image: image41.png]Campaign  ~ Reports v Process v Rebate v Admin ~ Documentation Logoff
Campaign Select - Design, Preview, Active .
Campaign Status Campaign Title Start End Postmark Version Comment Action
09, e MAYTAG DECEMBER DISHWASHER 2009- 2009- 2010-01- 1117 el Discuss
12240MA BONUS REBATES 12011231~ 30 i R
09 ,iiye BOSCH DECEMBER REFRIGERATON  2009- 2008- 2010-01- 117
1223985 BONUS REBATE 12011231 30 17:36

NECO Alliance




[image: image42.png]05-  active PRIGIDAIRE NOVEMBER $200 KITCHEN 2008- 2008- 2008-12-

11226FR PACKAGE REBATE 11-0111-30 31

09 aive BOSCH NOVEMBER REFRIGERATION  2009- 2009- 2008-12-

11219BS BONUS REBATE 11-0111-30 31

‘eMaill Discuss| Cycle| Chap|MedllpkaS'shest|CatDealer

eMail| Discuss|Cvele| Chap|Mod|S'sheet| CatDealer




All campaigns in Design, Preview, or Active state are displayed in campaign code order.  Selecting a campaign code will display the main Campaign work screen [CampaignDesign1].

If there has been rebates entered for this campaign than Chapter, Model reports are available; as well as, a spreadsheet for downloading of all campaign activity.

· [image: image43.png]


Selecting a campaign code will transfer to Campaign Design [CampaignDesign1] for the user to work on the selected campaign
· [image: image44.png]Version
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Selecting version will transfer to Campaign History [CampaignHistory1] to display history of changes for this campaign.
· [image: image45.png]
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 allows the user to create Campaign specific reports or take action
· eMail email will allow the user to send emails to the selected campaign participants.  The user will be transferred to Campaign eMail Processing [eMail1]
· Discuss will cause control to transfer to Campaign Discussion [CampaignDiscuss2] and allow for discussion comments for campaign changes
· Cycle will transfer to Campaign Cycle Information [CampaignCycle1 if Manufacturer billing, CampaignCycle2 if Chapter Billing.

· Chapter [Chap] will transfer to NECO Campaign Report by Chapter [NECOReptByChapter]

· Model [Modl] will transfer to NECO Campaign Report By Model [ModelReport2]
· Package [Pkg] will transfer to Package Report [PackageReport1] and display detail package reward information for campaigns which have packages.
· Spreadsheet [S’sheet] will create a campaign specific spreadsheet to download
· Category by Dealer [CatDealer] selection will create a Category by Dealer report spreadsheet for download
· Clear allows for the “clearing” of the change flag for Warranty and Merchandise Bonus spreadsheets.  Control will transfer to Clear Campaign Change Flag [ClearRebateChg1]
Closed, Archived [CampaignSelect1c XE "CampaignSelect1c" ]
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All campaigns in Closed or Archived state are displayed in campaign code order.  

See CampaignSelect1 for a full description of the use of this screen.

Campaign Design [CampaignDesign1 XE "CampaignDesign1" ]
NOTE: for any input changes to take effect the Update button must be selected.

[image: image49.png]Campaigns <~ Reports <

Code: 11-03042GE

[NECO Allance [~

Organizatior

Vendor [GeneriERae =]
Startate: TG0 09

Postmerk briigese O

Resubmit Briigess " [ enforce: )

S

NECO Alliance

Process — Rebate — Admin < Documentation Logoff

Campaign Design CampaignDesignt

o smemme n
o
R B
ayment Type: [VEG0 AR Vea Roward e ]
Tyoe: =
end Dae: pETTOSST 1
Aciston Bz I

Price Entry
Required:

Boiler Plate: OV REBATE PER HOUSEHOLD - REWARD CARD. =

Maximum
e Jooo Set to zero if o max

Exceptions
Notes: ©

Description:

& o © ves

No @ Yes

Model Format
print: © No © Yes

Form Spacing: 0 & 1 C 2 C 3

Comprese & ey + poves: B 1 12 s Top page: i
Sy . Multpage Hdr
Model © No © ves Compress:  No " ves
Model Se
Info Entry: © No © Yes print Logo: © Yes © No Form Version: [Versin2
Allow weeks: [16 Special prnt: [Tlone =
Cost per
sdad - Charge Org: Vendor
Graptic: | Graphic Width: [900 Height: [00
Double Dip: © No & ves Funds o [eeuve =
Al it & No € Yes
CampType: & wail " Instant Show Form
Header Text:
Update
Add History
Categories Models Dealers
Export Models

@ Persons| Systems Technology LLC - 2007 - 2011




CampaignDesign1 is the work center of campaign design and maintenance.  This screen contains vital information on how a campaign will operate and how the rebate form will look.

Walking through this screen:

· The campaign code (as was entered in NewCampaign1) is displayed.  Campaign codes once created cannot be modified.  If a campaign is in Preview or Design state, [image: image50.png]


 will appear next to campaign code.  Selection of Modify Code will transfer control to Change Campaign Code CampaignDesign3.
· The campaign description can be up to 2 lines of 45 characters each.  An embedded carriage return is allowed.  The campaign description will be displayed on the Rebate Form and used in postcards, emails, reports and spreadsheets.
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· Organization determines the issuing organization (NECO or RewardUSA) for this campaign.  This selection will cause the proper identification and address information to be used on rebate forms, checks, etc.
[image: image52.png]



· Payment type identifies whether a check or a Visa card from NECO or RewardUSA will be issued to consumers for this campaign.
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· Vendor is a selection list which is maintained in the Campaign | Manufacturer script.  The manufacturer selection will allow the selected vendor to review campaign materials, download spreadsheets and access campaign information.
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· Type of campaign selection will cause the appropriate rebate/warranty processing to be used in the data entry and batch review process of processing.
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Valid processing types are:

· Amount w/ each Model – is the most common of the campaign types.  In this campaign each model has a specific rebate amount associated with it.
· Package – various combinations of categories can be identified for different reward amounts
· Package w/ Bonus – based on a combination of category packages if a purchase from a “bonus” category is made an additional reward will be paid.
· Some Models Paired – in this campaign in order to receive certain rebates the consumer must purchase a pair (e.g. washer and a dryer).
· Variable Package – a combination of categories will determine the amount of the reward
· Warranty – special campaign type – form designed and imported in to Rebate System
· Member – Delivery/Installation – this campaign type is used for vendor/issuers (members) who which to provide a dollar reward for delivery or installation of product.
· Start Date, End Date, Postmark Date, Activation Date, Resubmit Date  – dates for the campaign – each date may be entered as YYYY-MM-DD or by selecting the small calendar icon next to each and then selecting the proper date.

The Start and End dates are the dates that the campaign is valid for.  At the End date the campaign is automatically marked as Closed.

The Activation Date is used on email communication to notify the Chapter when responses are due during the Preview period.

The Resubmit Date (if Enforced is checked) will be shown on the rebate form and no additional information (serial #s etc) may be entred into the rebate.
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If Yes is selected than appliance purchase prices must be entered during Rebate Input.


· Status is a selection list
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· Design – the campaign is being designed, the campaign is only visible to NECO Headquarters.  Test input and reports can be accomplished without impacting live data.

· Preview – the campaign is being reviewed by the Chapters and the vendor.  An email is queued to be sent as the campaign changes from design to preview to the Chapters, the vendor and Retail Deck.  Test input and reports can be accomplished without impacting live data.  During the Preview period Chapters should identify any members which they do not want to participate in this campaign.
· Active – the campaign is available for member rebate form download and live data entry and use.  A batch email is queued the campaign changes from preview to active, for the batch emails to be sent require operator approval through Campaign | Batch Email | Send.  When the status changes from preview to active all test data that was created during design and preview is removed and the campaign information is reset for initial startup.

· Closed – when all activity has completed for a campaign the status should be changed to closed.
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Boiler plate is a selection list maintained by Campaign | Boiler Plate of information to be included on the rebate form.


· [image: image59.png]] (T R




 the minimum purchase price of all appliances on this rebate for the rebate to be valid
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Maximum rebate specifies the maximum rebate dollars to be paid on an individual rebate submission for this campaign.  If no maximum, set to zero.


· [image: image61.png]Grace Days: |7[=]



 is a drop down list from 0-7 which are the number of days after the postmark date that rebate submissions will consider to be “on-time”, rebates/warrantees past that date will be rejected with a reason of “Received Past Postmark”.
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 indicate whether notes explaining why a submission has been received past the postmark date will be accepted and coded as Valid.

· [image: image63.png]


is a pull down list of 6 or 9 which indicate how many data entry line items will be on the data entry input page.
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 will line up the models on the rebate form, if no, less space on the rebate form is required to display many models.

· [image: image65.png]


Footer Model/Serial is a selection list for displaying rebate form model/serial information at the bottom of the rebate model section of the form instead of along the right hand side.  For some campaigns, displaying the information along the bottom will yield a shorter length form.  When Footer Model/Serial is set to non-zero, category/model selections in Rebate Input [RebateInput5] will appear in Model number order (normal order is the Category order as on the Rebate Form and then model).


· [image: image66.png]Form Spacing: O 0 ® 1 0203



 is for formatting of the rebate form.  Adjusting the form spacing controls the spacing (in lines) between the major form sections.  Standard spacing is 1, adjusting to 0 will compress the form and in some cases be able to contain the form on one page rather than 2.  Setting the spacing to 2 or 3 will spread out the form such that a fairly short form will fill more space on a single page.

· [image: image67.png]Compress
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 is for formatting of the rebate form.  Compress form removes the category column from the left side of the rebate form and places that information with the model information.  For some rebate forms this can result in a shorter rebate form.  Compress Form may be combined with Footer Model/Serial to allow a longer form to fit on one page.


· [image: image68.png]o
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 # Pages is for formatting of the rebate form.  Specifying 2-3 will cause the ‘model’ information of the rebate form to be displayed on a second/third to allow for more category/models in a campaign.  # Pages, Compress Form, and Footer Model/Serial can be combined as needed.


· [image: image69.png]Top Page: [1.25



 allows for extra/less spacing to be added to the top of the rebate form.  The rebate form defaults to starting ½ inch (.5) from the top of the page.  To add to this space, indicate a numeric value.
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 if yes, will display the message “Any model beginning with…” at the end of all models in a category.  Select No if necessary to eliminate this message to save space on the rebate form (remember to include the remark in the Header/Trailer text.
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 If there is need to have less spacing in the header of rebate forms which go to 2-3 pages select Yes.
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 works jointly with “Data Entry Only” in Model Maintenance to allow for rebate data entry to be done with model number primary identification (as opposed to the normal Category / Model selection).  Set this value to ‘Yes’ and then only Model entries marked as Data Entry Only will be displayed on Rebate Input [RebateInput5].
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selection of ‘No’ will cause the Manufacturer Logo to not be printed on the rebate form.


· [image: image74.png]Form Version: [1 ¥



 select 1 for “classic” (original rebate form version) or 2 for “table” (background color, prettier fonts)


· [image: image75.png]Allow Weeks: [16



will display on the rebate form indicating the number of weeks that the consumer should allow before their reward is received.

· [image: image76.png]Special Print: [[



 is a selection list which controls rebate form layout for special print instructions (e.g. Whirlpool “jamboree”).


· [image: image77.png]per
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 is the processing charge to be applied per rebate processed.

· Charge Org identifies whether the Cost Per Rebate charge is to be invoiced to a Chapter or a Vendor for this campaign.  Charge Org can only be modified when a campaign is in Preview or Design state.  When a campaign is Active, Closed or Archived the charging organization is identified with no ability to update.  Selection can be made in Design/Preview states only, In Active, Closed either Vendor or Chapter is displayed.


· [image: image78.png]Graphic:



is a jpg which will be displayed at the end of a campaign name on the rebate form.
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 and [image: image80.png]Height: [0.00



 are the width and height of the graphic job to be displayed at the end of the campaign name on the rebate form.
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 if Double Dip is ‘Yes’ in this campaign and another campaign, then ‘Fraud’ situations will not be declared in Rebate Input [RebateInput5] when the same model/serial number for a consumer is claimed in more than one campaign.

· [image: image82.png]


Controls printing of the invoice worksheets as to whether to include in invoices or to group as “Funds on Deposit”.  Select the Funds on Deposit category from the drop down list, or select “No” to not classify as a Funds on Deposit campaign
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 if yes is selected, then data entry may input multiple entries of the same model for this rebate.
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 Mail is a typical consumer rebate, Instant is for campaigns which are paid directly to Members.


· [image: image85.png]‘Show Rebate Form



 will display the current rebate form in a secondary window.


· Header Text / Trailer Text are each a maximum of six lines, 100 characters in each line which is centered above/below the model information on the rebate form.


· Special Instructions: allow for six lines of 100 characters in each line which is displayed on each batch cover sheet for this campaign to alert data entry personnel of special processing characteristics for this campaign.


· [image: image86.png]


 will record all changes from CampaignDesign1and re-display.
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will display Campaign History [CampaignHistory1] and allow for the addition of new campaign history.


· [image: image88.png]


should be selected to add/update/delete categories for this campaign.  Selection will take you to Category1.

· [image: image89.png]


 should be selected to add/update/delete models for this campaign.  Selection will take you to Model1.

· [image: image90.png]


should be selected to identify which Chapters will participate in this campaign.  Only chapters which are identified will have emails sent to them for campaign state changes and only members of identified chapters may participate in this campaign.  Transfer will be made to Dealers [Dealer1]
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 will be displayed when a Package rebate program is selected, transfer to Package – Value Table [Package1]
· [image: image92.png]Specific Package



 will be displayed when a Specific Package rebate program is selected, transfer to Specific Package [PackageSpc2]
· [image: image93.png]Variable Package



 will be displayed when a Variable Package rebate program is selected, transfer to Variable Package [PackageVar2]
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 will generate a spreadsheet of category/model information for this campaign.  The intent of this spreadsheet is to be used to structure this or another campaign in “bulk” mode.

· [image: image95.png]


 is only displayed for campaigns in Design or Preview mode.  If selected, control is transferred to Import Category Model [ImportCatMdl1] and a spreadsheet of category/model information is uploaded to the campaign.  Any existing package information is erased.
Export/Import Categories-Models

Category/Model exporting and importing is intended to provide for an easier manner to make bulk changes to a future campaign.

It is possible to export category/model information for any campaign, while importing category/model information can only be performed while a campaign is in Design or Preview state.

When a campaign’s category/model information is exported a spreadsheet is downloaded with the first line containing column heading information and the remainder of the spreadsheet depicting one model entry per line.  The same column headings can be used to import information.  For importing not all columns must be present (the only required columns are Category and Model) and the columns may be in any order.  Models can be listed for import in any order.  Models are listed by category/model alphabetically for export.

The data available for Export/Import:

· CATEGORY
The category name as it is to be represented on the rebate form and/or data entry

· MODEL
The model designation is it is to represented on the rebate form and/or data entry

· REBATE $
The dollar amount of a model rebate, no $ sign, two decimal positions are allowed

· REBATE %
The percent to be applied to the purchase price of this model (note the requirement for purchase price entry must be entered separately), no % sign 5.25% would be represented as 5.25
· FORM ONLY
Enter a Y (capital letter Y) if this model is to be displayed on the rebate form and should not appear in the data entry drop down list
· DATA ENTRY ONLY
Enter a Y (capital letter Y) if this model is to appear in the data entry drop down list and should not appear on the rebate form
· SERIAL MASK
If the serial mask column is not present the None will be entered in the model.  If a specific serial mask is to be selected it must be entered exactly as it appears Serial Mask Maintenance (i.e. Freidrich A/C) or an error will be generated
· BRAND
If the brand of this model is not the same as the manufacturer designation for the campaign then a brand selection should be made and it should be entered exactly as the manufacturer name appears in Manufacturer Maintenance.
Change Campaign Code [CampaignDesign3 XE "CampaignDesign3" ]
Access to CampaignDesign3 is only available when a campaign is in Preview or Design State.
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· [image: image97.png]


 enter the New Campaign Code.
· [image: image98.png]


 the system will validate that the Campaign Code entered is not a duplicate and if valid will change the current Campaign Code.  Control will transfer to Campaign Design [CampaignDesign1].
Campaign History [CampaignHistory1 XE "CampaignHistory1" ]
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History for the campaign is displayed and new history can be added in the text box.
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 selection will add the entered text to the history and a new date/time stamp is generated for this addition which will be displayed on all future downloads of this rebate form in the upper right hand corner next to the dealer name.
Category Maintenance [Category1 XE "Category1" ]
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Category is the grouping of models.  A category must be created before models can be added to a campaign.  The Category1 screen provides a summary of current campaign categories and allows for the updating, deleting, or adding of categories.

· [image: image102.png]


 returns processing to the selected campaign.


· [image: image103.png]Action

Update / Delete



 selecting either Update or Delete transfers processing for further action with the category.


· [image: image104.png]Add Category



transfers processing for the addition of a new category to Category3.


The remainder of Category1 lists the campaign categories in alphabetical order with a summary of the characteristics of each (see Category Maintenance – Category3) for a further explanation of each field.

Category Maintenance – Update [Category3 XE "Category3" ]


[image: image105]
Category groups models.  A category describes how a campaign will operate with a collection of models.
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 the category name.  This name will appear on the Rebate Form, data entry and all correspondence and spreadsheets.
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 selection of Yes will cause the category name to be displayed on the rebate form.  There are campaigns (for example a campaign with only one category) where displaying the category name may not be appropriate.
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 Model/Serial information is requested on the rebate form for a consumer to record information regarding their purchase.  Model/Serial information for a category is displayed in the right most column of the model section of the rebate form (note: model/serial information can be eliminated from entry by category by selecting “Footer Model/Serial” on the campaign design screen).  Entering 1-3 indicates how many Model/Serial entry points should be displayed, a 0 will cause no model/entry entry to be displayed for this category.
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frequently it is not appropriate to request the consumer to enter the Model # information select N for No (if there is only one model the consumer may select in a category, there are check boxes next to each model # that the consumer is requested to check, then having the consumer hand record the model # is not required), else, select Y for Yes and a Model # line will be displayed on the rebate form in addition to a Serial # line.
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 to have categories listed on the rebate form in alphabetical order (typical) enter 0, else to force the order in which categories appear on the form enter the proper sequence number for this category.  Forcing the print order on a rebate form might be appropriate when several category purchases are required before a bonus category is eligible.  Note: if there is a need to force the print order, then each category in the campaign must have print order information, otherwise each category should contain 0.


· [image: image111.png]Category Message:



up to 150 characters may be entered which will be shown centered on the rebate form at the bottom of the model listings for this category.


· Pairing Information allows for models be sub-grouped in a category (e.g. washer, dryer) with a purchase of a model required from each sub-group to qualify for a rebate.

· [image: image112.png]Pair Amount:
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the rebate amount to be paid if a qualifying model from each sub-group is purchased.

· [image: image113.png]Pair Name
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descriptive names for each of the pairs (e.g. Washer / Dryer).  The order of the pair name entries will be how the pairs are displayed on the rebate form.  In addition, it is necessary to be aware of which pair description (1 or 2) so that proper model entries can be made.
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the minimum retail price for both items in the pair for valid qualification as a pair.  (Leave set to zero if there is no minimum price required).


· Bonus Information is used for campaigns pays an additional rebate when a specified number of models are purchased.
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the additional rebate amount to be paid.

· [image: image116.png]


 the number of models required to be purchased to qualify for the Bonus Amount.

· [image: image117.png]Sonus Description:



 up to a 40 character description which will be used for communication with consumer and display on any spreadsheets when there is a qualification for the bonus rebate 


· Sub-Categories allow for the grouping of up to four sub-groups (with greater flexibility than pairing).  Sub-categories allow for the inclusion of AND/OR logic to determine if the qualifications for fulfilling the category requirement have been met.  
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 Each sub-category requires a name which will be displayed in the model section of the rebate form (again as with pairs, the order of entry of the sub-categories will determine the order on the rebate form; and the user should note the sub-categories and their numeric designation for proper model entry.
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up to a 90 character  description may entered for each sub-category which will be displayed within the sub-category section of the models.
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 AND/OR designators for 1-2, 2-3, 3-4 which are entered as A for AND and O for OR, provide the ability to have logic applied for the presence of various combinations sub-categories for a category to be determined to have a valid purchase.
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must be selected for changes to be valid.
Category Maintenance – Delete [Category4 XE "Category4" ]
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This screen displays the category selected and requests the user to either “Cancel” this deletion (do not delete the category) or to “Confirm” this deletion.  Transfer is then made to Category Maintenance [Category1]. 

Model Maintenance [Model1 XE "Model1" ]
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Model maintenance provides for adding, updating and deleting models to the current campaign.  Prior to working with models, it is recommended (but not required) that all the categories (Category Maintenance [Category1]) for a campaign have been created.  In addition, the Model1 screen provides a summary for all models for the campaign.  

· [image: image124.png]


 will transfer to the current campaign Campaign design [CampaignDesign1] screen.


· [image: image125.png]Action
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 for any model

· Selection of Update will transfer to the Model Maintenance update [Model3] screen

· Selection of Delete will transfer to the Model Maintenance delete [Model4] screen.  The Delete option will only appear for campaigns in Preview or Design state.


· [image: image126.png]


 will add a new model record to the database and transfer to Model Maintenance update [Model3] for entry.


· [image: image127.png]‘Show Rebate Form



 selection will show the current state of the Rebate Form in a secondary window.


· The remainder of the Model Maintenance [Model1] screen shows a summary of each model entry.


Model Maintenance – Update [Model3 XE "Model3" ]

Model3 when a campaign is in Design or Preview state
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The Model Maintenance – Update [Model3] screen provides update capability for an individual model.

· [image: image129.png]Category
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provides a selection list of all Categories for this campaign.  Select the category for this model.  Not updateable when a campaign is Active.


· [image: image130.png]Model: [PF5225*



 enter the model number.  An asterisk (*) as the last character will cause the following to be displayed at the bottom of the model list in this category on the rebate form.  “* Any model beginning with these characters is valid”.  Not updateable when a campaign is Active.



· [image: image131.png]Serial # Mask:




 provides a selection list of all valid serial number masks.  Select the proper serial number mask for this model for data entry validation.


· [image: image132.png]Reward Amount: [50.00



 the rebate reward amount for purchasing this model.


· [image: image133.png]Minimum Price: [000



 the minimum purchase price for this model to qualify for rebate.


· [image: image134.png]Pair Designator: & Not Paired O Pair Group 1 O Pair Group 2



 if this model is part of a pair, select which pair group (as designated in Category Maintenance – Update [Category3]).  If this model is not part of pair, select “Not Paired”.  Not updateable when a campaign is Active.


· [image: image135.png]‘Sub-Category Designator
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 if this model is part of a sub-category, select which sub-category (as designated in Category Maintenance – Update [Category3].  If this model is not part of a sub-category, select “None”.  Not updateable when a campaign is Active.


· [image: image136.png]Data Entry Only O No ® Yes



 is used in campaigns when  “Model Info Entry” is set to ‘Yes’ in Campaign Design [CampaignDesign1].  

· When a campaign is set to Model Info Entry = Yes, than models which have Data Entry Only = No will be shown on the rebate form, but will not appear in Rebate Input [RebateInput5].  Models which have Data Entry Only = Yes will not appear on the rebate form, but will be present in Model / Category sequence for Rebate Input [RebateInput5].  

· When a campaign is set to Model Info Entry = No, the Data Entry Only settings have no effect.  Model information will appear on the rebate form, and Rebate Input [RebateInput5] will occur in the standard Category / Model sequence.


· [image: image137.png][1f same as Manufacturer, select "None"]



 is used when more than one brand (i.e. Jenn-Air, KitchenAid, Maytag, Whirlpool) appears in a campaign.  Use the Brand selection listbox to select the brand associated with this model.  Note: if the brand for this model is the same as the manufacturer, than “None Selected” should be chosen.


· [image: image138.png]


 when all changes of model information have been completed.  The system will transfer to Model Maintenance [Model1].


Model3 when a campaign is in Active state
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Model Maintenance – Delete [Model4 XE "Model4" ]
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Review the model information displayed.

· [image: image141.png]Confirm Delete.



 to delete the model from the data base, control will transfer to Model Maintenance [Model1].

· [image: image142.png]Cancel Delete



to not delete the model, control will transfer to Model Maintenance [Model1].

Dealers [Dealer1 XE "Dealer1" ]
Dealer Processing allows for the activation (inclusion) of chapters/dealers in a campaign, and dealer individual selection.  
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· [image: image144.png]Action
Activate



 when a campaign is first created an Activate action will be available to identify which chapters/dealers can be made eligible for this campaign.  It is recommended that all appropriate chapters/dealers be activated prior to changing the campaign state from Design to Preview in Campaign Design [CampaignDesign1] so that appropriate email notifications are sent to, and the chapters can review a campaign.  At any time prior to a campaign state being changed to Active chapters/dealer participation can be deleted.  When Activate is selected, transfer is made to Activate Dealers [Dealer4].

· When chapters/dealers have been activated different Action criteria will be displayed as below:
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· [image: image146.png]


 to transfer to Campaign Design [CampaignDesign1] for the current campaign.

· [image: image147.png]Action
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 to Update the status of a chapter/dealer or the Delete (remove) the chapters/dealers from this campaign.
· Update will transfer processing to Dealer Processing Add/Remove [Dealer2]
· Delete will 

· The remainder of this screen identifies the current status of the Chapters.
Dealer Processing – Add/Remove [Dealer2 XE "Dealer2" ]

A list of all members of the chapter for the Member List [the member list is selected by the chapter during the Preview period, the purpose of the member list is to allow the chapter to identify members who should be made eligible for a specific campaign] is displayed.  If a dealer is “active” in a chapter, and not participating in the current campaign, an “Add” checkbox will appear for the Dealer.  If a dealer is “active” in a chapter, and is currently participating in a campaign, a “Remove” checkbox will appear for the Dealer.

Checking either the “Add” or “Remove” checkboxes for any number of Dealers and the clicking “Submit” the dealers will be added/removed from the current campaign and the system will return to Dealer Processing – Add/Remove [Dealer2].

Dealer Processing –Add/Remove [Dealer2] is normally used by the Chapter Administrator.  [This script is included for use when necessary by NECO Headquarters.]  Dealers can only be deleted if the campaign is currently in Preview or Design state.  A campaign which is Active will only provide an Add option (if the dealer is participating in the campaign “Participating” will appear in the Remove column.
· [image: image148.png]


 can be used at any time to return to Campaign Design [CampaignDesign1] for the current campaign.


· [image: image149.png]


 should be selected to process add/remove activity.
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Activate Dealers [Dealer4 XE "Dealer4" ]
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Active Dealers[Dealer4] is a screen select which Chapter Member List is to be activated for this campaign.  Select the appropriate Chapter List from the pull-down menu and select Confirm Activate to update the Rebate System.  

· [image: image152.png]


 to activate the chapters/dealers and then transfer to Dealer Processing [Dealer1]


· [image: image153.png]


 to not activate the chapters/dealers and then transfer to Dealer Processing [Dealer1]

Remove Dealers [Dealer6 XE "Dealer6" ]

Confirm or Cancel the removal of a chapter from the campaign
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· [image: image155.png]Confirm Remove|



 will remove the chapter and all of its members from this campaign.  Control will transfer to Dealer Processing [Dealer1]
· [image: image156.png]Cancel Remove



 will not remove the chapter and its members from this campaign.  Control will transfer to Dealer Processing [Dealer1]
Print Member Rebate Form – MemberForm1[MemberForm1 XE "MemberForm1" ]
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A list of all campaign displayed, select a campaign code hyperlink and control will transfer to MemberForm2.

Print Member Rebate Form – MemberForm2 [MemberForm2 XE "MemberForm2" ]
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All members who can participate in the selected campaign are shown.  
· [image: image159.png]Action
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· Select “P” to print a rebate form
· Select “e” to eMail a rebate form and control will transfer to eMail Member Rebate Form [MemberForm3]
· Select “F” to fax a rebate form Fax Member Rebate Form [MemberForm4]
eMail Member Rebate Form [MemberForm3 XE "MemberForm3" ]
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To email the selected rebate form to a member:

· [image: image161.png]eMail Address:



 enter the email address
· [image: image162.png]Subject:



 enter a subject
· [image: image163.png]


 enter any text
[image: image164.png]


select send and an email will be immediately sent to the email address entered along with the subject and text entered and a pdf of the rebate form

Campaign Summary
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Campaign Summary Detail [CampaignSummary1 XE "CampaignSummary1" ]

Displays All campaigns in campaign code sequence with history information of rebate amounts and valid/pending/rejected.
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Campaign Summary Manufacturer Alpha List [CampaignSummary2 XE "CampaignSummary2" ]
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Displays all campaigns in manufacture and Campaign Name alpha order.
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Selection of a campaign will transfer control to Campaign Design [CampaignDesign1] with the campaign displayed.

Campaign eMail Processing [eMail1 XE "eMail1" ]
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eMails can be send to the participants of a selected campaign.  Recipients (by type) of the email are selected by the user.  The Rebate System will identify the participating chapters, members and the appropriate vendor who the email should be sent to.  The emails (when submitted) will be placed on the email queue for later processing.  eMails may take several hours (or overnight) to be sent to all recipients.

· [image: image170.png]To: [ chapters [ Retailpeck
[ Members [ vendor



 select the type of recipient to receive this email.  The Rebate System will identify the proper chapters/.members and the vendor based on the campaign design as defined in Campaign Design [CampaignDesign1] and Dealer Processing [Dealer1]

· [image: image171.png]Subject:




 up to a 75 character subject line may be entered to appear on each email
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· The eMail body can consist of up to 15 lines of 60 characters each
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 when the email is completed and ready to be queued

Campaign Cycle Report By Manufacturer [CampaignCycle1 XE "CampaignCycle1" ]
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Displays cycle billing activity for selected campaign.  Cycle date is the date of billing to the manufacturer, check date is the date of the first checks issued for this campaign/cycle billing and the amount ($) of cycle billed.

Campaign Cycle Report for Chapter Billings [CampaignCycle2 XE "CampaignCycle2" ]
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Displays cycle billing activity for selected campaign.  Cycle date is the date of billing to the chapters, check date is the date of the first checks issued for this campaign/cycle billing and the amount ($) of cycle billed.

The report is in cycle date, chapter order.

· [image: image176.png]Chapter/Cycle Order



 select Chapter/Cycle to transfer control to Campaign Cycle report in Chapter, Cycle Date sequence [CampaignCycle3].

Campaign Cycle Report for Chapter Billings [CampaignCycle3 XE "CampaignCycle3" ]
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Displays cycle billing activity for selected campaign.  Cycle date is the date of billing to the chapters, check date is the date of the first checks issued for this campaign/cycle billing and the amount ($) of cycle billed.

The report is in chapter order, cycle date order.

NECO Campaign Report By Chapter [NECOReptByChapter XE "NECOReptByChapter" ]
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Shows rebate activity by chapter for the selected campaign.  For each chapter the number of members participating in the campaign and the purchase dollars are shown along with the percentages of each for chapter participation.
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Select a chapter will drill-down to specific information about the member participation in the chapter
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NECO Campaign Report By Model [ModelReport2 XE "ModelReport2" ]
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Shows campaign rebate information by category/model for the selected campaign.  Subtotals on category.
· [image: image182.png]Create Model

‘Spreadsheet



 select to download data in to a local spreadsheet.

Clear Campaign Change Flag [ClearRebateChg1 XE "ClearRebateChg1" ]
[image: image183.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Clear Campaign Change Flag - 08-02037FR . .

Cancel Clear Flags | Clear Change Flags
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This function is used to clear the Change Flag for Warranty and Merchandise Bonus campaigns.

· [image: image184.png]Cancel Clear Flags



 will exit the clear function without changing any flags.  Control will transfer to the Menu.

· [image: image185.png]Clear Change Flags



 will clear all the change flags for the selected campaign.  Control will transfer to the Menu.
Batch Email – “Active Campaigns” [BatchEmail1 XE "BatchEmail1" ]
[image: image186.png]Campaign  ~

Campaign Code
07-69841

Activity Process v Rebate v Admin ~ Logoff

Batch Email - "Active Campaigns™
‘Campaign Name
‘General Electric The Big Event Refrigerator Rebates!

Prepare Batch Emails.
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When a campaign moves from “Preview” state to “Active” state (by selecting Active from the select list for campaign status on the Campaign Design [CampaignDesign1] screen an Active Campaign batch email is queued.  The emails are queued and not automatically sent, to allow for additional campaigns to also become “Active” and then have only one email sent to the recipients detailing all of the campaigns (this is done because frequently multiple campaigns become active on the same date and rather than have each recipient receive and email per campaign the Batch Email process is used).

Once entries have been placed on the email queue, the emails will be sent as on a timed/throttled basis.  It may take several hours, or even overnight, for all recipients to have their emails sent.

· [image: image187.png]


 will place queue entries on the email queue for each chapter and member, retail deck and the vendor who should be notified about this campaign.  Upon completion, the Menu will be displayed.

Campaign Select – Copy [CampaignSelect7 XE "CampaignSelect7" ]

[image: image188.png]Campaign

07-80138
07-73103
0771120
07-69841

06-56742
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06-54764

v Activity

Design
Design
Active
Active
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Design
Design
Design
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Process v Rebate v Admin ~ Logoff

Campaign Select - Copy

‘Campaign Title
Mel test
Bosch Bonus Package Rebates!
Bosch July-August Select Rebates!
Kitchenaid BONUS PACKAGE Rebates!
‘General Electric The Big Event Refrigerator Rebates!
Frigidaire Remodeling Free Dishwasher Rebate!
Frigidaire Bonus Installation Rebates
'SONY SELECT HOLIDAY SALE REBATES!
Fisher & Paykel Installation Rebates!
Whirlpool Laundry Remodeling Rebates!
Bosch Package Remodeling Sale Rebates!

Records 1to 11 of 11
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This script displays all of the campaigns (most recent first).  When a Campaign Code is selected a new campaign is created and the user is transferred to New Campaign [NewCampaign1] to enter a new Code and Description.  All of the category, model and campaign settings (except for Dealers) is copied to the new campaign.

Up to 15 Campaigns are displayed on a screen, if more are present the user should use the VCR like controls to move through the campaign list.

Campaign Discussion – Overview

Campaign Discussion provides for easy communication and review of rebate campaigns.  It provides for communication between the rebate system administrator, NECO merchandising coordinator, Chapter merchandisers and Manufacturers.

If there are comments for any campaign which you have not been viewed, a “campaign discussion” reminder will appear on the top banner of all screens in the rebate system.

[image: image189.png]**x Campaign Discussion ***
NECO Alliance




The main entry to the Campaign Discussion is through the Campaign Review Discussion screen [CampaignDiscuss1] which is selected from the “Discussion” selection on the system menu.
Also, campaigns which have comments associated with them which you have not reviewed will be highlighted in your Campaign Select list (from the menu selection). 

You can create comments for a campaign which is currently not part of the Campaign Discussion by going to Campaign Select and selecting the “Discuss” selection on that campaign entry.

Campaign Review Discussion [CampaignDiscuss1 XE "CampaignDiscuss1" ]
[image: image190.png]Campaign Review Discussion e D

Last Comment Description

09-11200MA  MAYTAG NOVEMBER DISHWASHER BONUS REBATES
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Campaigns are listed in campaign code order sequence (oldest campaigns first).  If there are comments (or a campaign has been posted in Preview) that you have not yet reviewed, the campaign is highlighted in yellow.  If there are comments posted regarding a campaign, the date/time stamp of the most recent comment is listed under “Last Comment”.  Each individual who has made a comment to a campaign is listed in alphabetical order with the date/time stamp of their most recent comment.

Actions:

· [image: image191.png]07-120018H



 (campaign code used for illustration only) selecting the campaign code will display [CampaignDiscuss2] a facsimile of the rebate form, all comments in chronological order (most recent first) and allow you to add your comment for others to see.  Selecting this choice will remove your highlighting of this campaign the next time you return to this screen.  The campaign will be highlighted the next time that you view this screen if another individual has added a comment.

· [image: image192.png]Description
BOSCH DECEMBER INSTALLATION REBATES



 (campaign name used for illustration only) selecting the campaign name will open a new window and display a sample of the actual rebate form for this campaign.

· [image: image193.png]11-05 12:47 Reef, Barry



 (individual name, date/time stamp for illustration only) selecting an individual who has made a comment will display Campaign Discussion – individual [CampaignDiscuss4] which will show only comments made by this individual regarding this campaign in chronological order with the most recent comment first.  You can add your own comment which all other reviewers will be able to see and this campaign will be highlighted on the other reviewers screens to indicate that a change has occurred.

Campaign Discussion – Facsimile [CampaignDiscuss2 XE "CampaignDiscuss2" ]
[image: image194.png]BOSCH NOVEMBER
REFRIGERATION BONUS REBATE Campignbiscuss2

Vslig only o ssles mad from an suthorized memiberof , ADC, Boston Group, DMI,Interoounty, or
Nationwids of Connecticut

Campaign Code: 09-11219BS.
November 1, 2009 / November 30, 2009
Postmark by: December 31, 2009

BOSCH SERTAL NUMEERS BEGIN WITH "ED" FOLLOWED BY NINE OR TEN DIGITS.
THEY ARE FOUND ON/INSIDE THE APPLIANCE OR ON THE CARTON.

REFRIGERATOR [Oso2cssosns s100 Serialy
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Shows a facsimile of the rebate form (all pertinent information is displayed, but the formatting may be slightly different).  The top of the screen displays:

1. Campaign name

2. Chapters which have been activated to participate in the campaign

3. Campaign code

4. The date range when the campaign is active.

5. The postmark date by which all submissions must reach the NECO Rebate office.

6. “Header” information may be present to provide a further description of the campaign

7. The models grouped within categories for the campaign with any additional information which may be pertinent to this campaign.

8. “Trailer” information may be present to provide further description of the campaign

Following the facsimile of the rebate form is the “Discussion” area.  It is here that you can add comments which all other reviewers will see.  A comment can be up to 1000 characters and you must select “Add Comment” after you complete your comment entry for it to be visible to others.  Adding a comment will cause this campaign to be highlighted on all other reviewers screens when they review campaigns.  When you select “Add Comment”  this screen will be re-displayed and  you will see your comment appended to the top of the “discussion” list.

Last, all previous comments for all individuals regarding this campaign will be displayed in chronological order, with the most recent comment first.

Campaign Discussion – individual [CampaignDiscuss4 XE "CampaignDiscuss4" ]

[image: image195.png](Campaign Discussion - Anthony Bruno
09-11219BS BOSCH NOVEMBER REFRIGERATION BONUS REBATE
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This screen shows all comments by the selected individual for this campaign in chronological sequence with the most recent first.

You can add your own comment (up to 1000 characters) and when you select “Add Comment” you will be transferred back to Campaign Discussion – Facsimile [CampaignDiscuss2] with your comment added.  Also, all other reviewers will now see your comment and this campaign will be highlighted in their list of campaigns.
Serial Number Mask Maintenance [SerialMask1 XE "SerialMask1" ]
Serial number masks are used to validate that the consumer has reported a valid serial number type for a specific model.  Serial number masks can check for a specific number of characters, the placement of alphas or numerics in a specific position of the serial number – but serial number masks do not validate that a specific serial number has been created by the vendor.
Serial Number Masks should be created before creating Models which will use them.

[image: image196.png]Campaign

Action
Update / Delete
Update / Delete

Activity

Process v Rebate v Admin ~ Logoff

Serial Number Mask Maintenance

Mask Description
Not Defined
None

Records 1t 2 0f 2

Add a Mask
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Serial Number Mask Maintenance [SerialMask1] displays the library of Serial Number Masks defined in the Rebate System.  “None” is the designation which should be assigned to any models serial number mask when no serial number mask validation is to be performed.

· [image: image197.png]Action
Update / Delete
Update / Delete



 select Update or Delete for a specific Serial Mask

· Update will transfer the user to Serial Number Mask Maintenance – Update [SerialMask3]

· Delete will transfer the user to Serial Number Mask Maintenance – Delete [SerialMask4]

· [image: image198.png]


 to add a new Serial Number Mask and transfer to Serial Number Mask Maintenance – Update [SerialMask3]

Serial Number Mask Maintenance – Update [SerialMask3 XE "SerialMask3" ]

[image: image199.png]Campaign v Activity Process v Rebate v Admin

Serial Number Mask Maintenance

Description: [12Digt
vask: [ #=@eea
Update.

Serial Mask Rules:

Logoff.

NECO Alliance

SerialMasks

» 3 position is indicated by a period "', the position may contain any character
+ 2 pound sign '#" indicates a position which must contain a number

an at sign '@" indicates a position which must contain a letter of the alphabet
+ any other character indicates that that character must appear in this position
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A Serial Number Mask is defined with a unique Description (name) and mask.  The mask is composed by entering unique characters to represent each position of the mask.  A mask can be up to 20 characters.

1. A period “.” is entered to indicate that any character may occur in this position
2. A pound sign “#” is entered to indicate that this position must contain a number

3. An at sign “@” is entered to indicate that this position must contain a letter of the alphabet.

4. Any other character indicates that this character must appear in this position.


So the mask ..###@@@A.. indicates a twelve position serial number with the first two position containing any character, the next three must be numeric, the following three positions must be a letter of the alphabet, the next position must be an “A”, and the last two positions can be any character.

· [image: image200.png]Description: [12 Digit



 enter a unique description (name) to identify the mask.  Note: over time the system will contain MANY masks, make the mask name as descriptive as possible (i.e. SONY HDTV 15 position)

· [image: image201.png]


 enter the mask based on the rules stated above

· [image: image202.png]


 to enter the updates and to transfer to Serial Number Mask Maintenance [SerialMask1]

Manufacturer - Vendor Maintenance [Manufac1 XE "Manufac1" ]
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Vendors are listed in alphabetic sequence with the ability to Update or Delete them.  Each vendor’s logo (in a format printable on the Rebate Form) is listed.

· [image: image204.png]Action
Update / Delete



 Update or Delete information about a vendor.

· Update transfers to Vendor Maintenance – Update [Manufac3]

· Delete transfers to Vendor Maintenance – Delete [Manufac4]

· [image: image205.png]Add a Vendor



 to add a new vendor and transfer to Vendor Maintenance – Update [Manufac3].


15 Vendors are displayed per page, user the VCR like to controls to move through the vendor library.

Vendor Maintenance – Update [Manufac3 XE "Manufac3" ]
[image: image206.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff
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· [image: image207.png]Name: [Amana



 Enter the vendor name as it will be used internally within the Rebate System.
· [image: image208.png]Corporate Affiliation:



 is a pull down list

· if this vendor is part of a corporate entity, select the corporate affiliation from the list

· if this entry is the corporate entity then select that organization from the pull down list

· if this entry is not part of a larger corporate entity that choose the Select entry (top of the list)
· [image: image209.png]


 Enter the general ledger number to be shown on invoice work sheets.

· [image: image210.png]Invoice By Year: [V



 Enter “Y” if invoice work sheets at cycle billing are to be separated by year.
· [image: image211.png]


 Enter the logo file name for the logo which has been properly sized for display on the Rebate Form and uploaded via FTP to rebates.necoalliance.com website Images folder
· [image: image212.png]Logo Position:



 Enter the identifier which links to the rebate print form to identify the position where this logo should be printed.
· [image: image213.png]


 will update the vendor changes and transfer control to Vendor Maintenance [Manufac1]
Boiler Plate Maintenance [BoilerPlate1 XE "BoilerPlate1" ]
Boiler Plates are the terms and conditions which are displayed near the bottom of a Rebate Form.

[image: image214.png]Campaign v Activity Process v Rebate v Admin ~ Logoff

Boiler Plate Maintenance

BoilerPlate1

Action Boiler Plate
Update / Delete ~ One rebate per household
Update / Delete Three rebates per model per household
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· [image: image215.png]Action
Update / Delete



 Select Update or Delete to process a specific Boiler Plate

· Update will transfer the user to Boiler Plate Maintenance Update [BoilerPlate3]

· Delete will transfer the user to Boiler Plate Maintenance Delete [BoilerPlate4]

· [image: image216.png]


 will create a new Boiler Plate entry and transfer the user to Boiler Plate Maintenance Update [BoilerPlate3]

Boiler Plate Maintenance – Update [BoilerPlate3 XE "BoilerPlate3" ]
[image: image217.png]NECO Alliance
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· [image: image218.png]


 Enter a unique name.  This name will be used in the selection list on Campaign Design [CampaignDesign1] to select which boiler plate will be used in a specific campaign.
· [image: image219.png]Text:

[This zebate offer is limited to one rebate per household. Usid whers prohibited, taxed or
|rescricted by law. To check the status of your rebate please visic wns.rebavevrack com/NECO or eall
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lpracessing of your rebate. The consumer is respomsible for appropriste sales tax. The consumer is
solely responsible for lost muvilated, or misdirected mail. If you receive a levcer from us
|requesting more informavion, all responses musc be made within 2 weeks of our requesc. This ofer
lis no longer valid if the check iz mot cashed within 11 months of issus dste. By susmitting this
|c1ain you hereby sccept sbove stated temms and conditions. Fraudulent submissions mey rasult in
zederal prosecusion.



 is a free form text boiler plate to be inserted in to Rebate Forms.  The boiler plate can consist of up to 10 lines with each line being a maximum of 100 characters.


· [image: image220.png]


 to record any changes to the Boiler Plate and transfer to Boiler Plate Maintenance [BoilerPlate1]
Bank Boiler Plate Maintenance [BoilerPlate5 XE "BoilerPlate5" ]

[image: image221.png]NECO Alliance
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· [image: image222.png]Action
Update / Delete



 Select Update or Delete to process a specific Boiler Plate

· Update will transfer the user to Bank Boiler Plate Maintenance Update [BoilerPlate7]

· Delete will transfer the user to Bank Boiler Plate Maintenance Delete [BoilerPlate7]

· [image: image223.png]


 will create a new Boiler Plate entry and transfer the user to Bank Boiler Plate Maintenance Update [BoilerPlate5]

Bank Boiler Plate Maintenance – Update [BoilerPlate7 XE "BoilerPlate7" ]

[image: image224.png]NECO Alliance

Campaigns ~ Reports - Process Logoff
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Begin Text: [PrivateBank and Trusc Company; Member FDIC.

End Text:
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· [image: image225.png]


 enter a unique identifier name for this boiler plate entry
· [image: image226.png][The NECO Alliance Visa Reward Card is issued by The PrivateBank and Trust Company pursuant to a
|license from Visa U.S.A. Inc. and may be used wherever Visa Debic cards are accepted. The
Begin Text: [PrivaceBank and Trusc Company; Member EDIC.



 the bank boiler plate text is composed of three pieces, the Begin Text, standard boiler plate text, and the End Text.  Enter the Begin Text here.
· [image: image227.png][tour NECO Alliance Visa Reward Card is valid for purchases at U.S. locations for ome year from the
ldste that it iz issusa.
End Text:



enter the End Text here.
When the rebate form is printed the standard boiler plate text will be inserted between the Begin and End text.
· [image: image228.png]


select update and control will transfer Bank Boiler Plate Maintenance [BoilerPlate5]
Model Search [ModelSearch1 XE "ModelSearch1" ]
[image: image229.png]NECO Alliance
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Model Search will search for all campaigns which contain the model number entered.

· [image: image230.png]Model: [



enter the model to be searched for.  If a model ending in an asterisk ‘*’ is entered (a search will be made for any model beginning with the characters up to the * - this is analogous to doing a search ending with a percent sign ‘%’).  Note: you can search for partial serial number information by ending in a %.  If you are searching for all campaigns in which the model KUDK03IT is valid, you should remember that a campaign for KUDK03* would also be valid for KUDK03IT – so search carefully!

· [image: image231.png]


control will transfer to Model Search [ModelSearch2] to show the result of the search requested.

Model Search [ModelSearch2 XE "ModelSearch2" ]
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All campaigns in which the requested model is valid are displayed in start date order with the most recent campaign first.  Note: only Active, Closed or Archived campaign information is displayed (campaigns in Design or Preview are not shown).
Package – Values Table [Package1 XE "Package1" ]
[image: image233.png]NECO Alliance
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· [image: image234.png]


 to Campaign Design [CampaignDesign1] for this campaign
· [image: image235.png]Action
Update / Delete



select action for this Package Description
· Update transfer to 
· Delete transfer to
· [image: image236.png]Add Package



 adds a Package – Value Table entry and transfer to
Package – Values Table Update [Package3 XE "Package3" ]
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· [image: image238.png]


 defines the number of items which must be purchased to qualify for this rebate amount

· [image: image239.png]


 amount of rebate for the number of items defined

· [image: image240.png]Description: [Package Reward - 2 Appliances



 the description that will be used in consumer communications to identify the rebate reward

· [image: image241.png]


 select to record updates and transfer to Package – Value Table [Package1]

Package – Values Table Delete [Package4] XE "Package4" ]

A selected Package – Value Table entry is displayed
[image: image242.png]Campaign
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· [image: image243.png]Confirm Delete.



 will delete the Package entry and transfer to Package – Value Table [Package1]

· [image: image244.png]Cancel Delete



 will not delete the Package entry and transfer to Package – Value Table [Package1]

Specific Package [SpcPackage2] XE "SpcPackage2" 
[image: image245.png]NECO Alliance
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· [image: image246.png]


 to return to Campaign Design [CampaignDesign1] for the current campaign
· [image: image247.png]Description: [Eligible TV



the specific package description which will be used on all consumer communications
· [image: image248.png]Amount: [000



 associated with the category package (Note: a rebate amount may also be entered for each model in the category
· [image: image249.png]


to update the Specific Package information
· [image: image250.png]Action
Update / Delete



 for action on the selected Required Category
· Update will transfer to PackageSpc4 with the current Required Category entry selected
· Delete will transfer to
Specific Package – Update [SpcPackage4 XE "SpcPackage4" ]
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· [image: image252.png]Category: | TV



 is the current Category, select a changed category from the pull down list
· [image: image253.png]


 to update the Specific Package information and return to Specific Package [PackageSpc2]
Specific Package – Delete [SpcPackage5 XE "SpcPackage5" ]
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· [image: image255.png]Confirm Delete.



 delete the identified Specific Package category and return to Specific Package [PackageSpc2]
· [image: image256.png]Cancel Delete



 do not delete the identified Specific Package category and return to Specific Package [PackageSpc2]
Multiple Package w/ Bonus [MultiPkg1 XE "MultiPkg1" ]
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Displays all packages associated with this campaign.  Descriptions should be kept as short as possible to allow for additional information to be displayed on RebateInquiry5 – suggested length no longer than 20 characters.

· [image: image258.png]Add Package



 allows to user to add a new packages for this campaign, control will transfer to Multiple Package w/ Bonus [MultiPkg3] with blank fields for user input and to select categories for this package.

· [image: image259.png]Action
Update | Delete



 if Update is selected control will transfer to Multiple Package w/ Bonus [MultiPkg3] to all the user update the description and amount and to select categories for this package.  If Delete is selected, all information for this package is deleted and control transfers back to this screen for re-display.

· [image: image260.png]


 to return to Campaign Design [CampaignDesign1].

Multiple Package w/ Bonus [MultiPkg3 XE "MultPkg3" ]

[image: image261.png]NECO Alliance
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Displays information about a specific Multiple Package and allows for user update.

· [image: image262.png]


 to return to the Multiple Package w/ Bonus [MultiPkg1] to display all packages for this campaign.
· [image: image263.png]Description: [Dishwasher & Range



description of this package to be displayed when rebate inquiry [RebateInquiry5].  It is recommended that this description be kept short to allow room for bonus information to be added (20 characters or less).
· [image: image264.png]Amount: [1248.00



 amount to be paid as reward if this package is qualified.
· [image: image265.png]


 will update the database and control will return with the fields updated to this screen.
· [image: image266.png]Action
Update | Delete



 if Update is selected control will transfer to Multiple Package w/ Bonus [MultiPkg3] with the selected category to allow for update.  If Delete is selected the category will be deleted from this package and control will return to this screen.
· [image: image267.png]Add Category



will transfer control to Multiple Package w/ Bonus – Category [MultiPkg4] and allow for the selection of a category to be added to this package.

Multiple Package w/ Bonus – Category [MultiPkg4 XE "MultiPkg4" ]
[image: image268.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff
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category:
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The user may select one category to be added to this package.

· [image: image269.png]Category:



 a selection list will display all categories for this campaign, select one.
· [image: image270.png]


 will cause the selected category to be added to the package and control will transfer to Multiple Package w/ Bonus [MultiPkg3].

Variable Package [PackageVar2 XE "PackageVar2" ]

Displays the Variable Package characteristics.

[image: image271.png]Campaign v Activity Process v Rebate v Admin ~ Logoff
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· [image: image272.png]Retur to Design



 returns to Campaign Design [CampaignDesign1] for the current campaign

· [image: image273.png]Category:

DISHWASHER



 select the category from the selection list that the variable package applies to

· [image: image274.png]Maximum Reward: [388.00 Max reward for selected category - Variable Package



 the maximum amount that will be paid against a purchase to a model in this category

· [image: image275.png]Bonus Reward: [0.00 ‘Bonus reward for selected category - Variable Package with Bonus



 a Bonus Reward for purchasing a model in this category.  Note: to Bonus Reward can be used in addition to the Maximum Reward to pay an added rebate or if the Maximum Reward is set to 0 than the Bonus Reward will be paid ONLY if at least one model from the other categories in the campaign are purchased

· [image: image276.png]


 will record the information for this Variable Package
Funds On Deposit [FundsOnDep1 XE "FundsOnDep1" ]

[image: image277.png]NECO Alliance

Campaign  ~ Reports v Process v Rebate v Admin ~ Documentation Logoff
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Funds on Deposit enable for the faster payment of rebates but eliminating the time required for an organization to receive an invoice and then supply funds to NECO.  Funds on Deposit can be identified uniquely for a campaign or grouped for multiple campaigns.

FundsOnDep1 lists the current Fund on Deposit categories, and allows selection for update or to add a Fund on Deposit category.

· [image: image278.png]Add New FOD



 to add a new Fund on Deposit category.  Control will transfer to Funds On Deposit [FundsOnDep3].

· [image: image279.png]


 select a Fund on Deposit and control will transfer to FundsOnDeposit3 and allow for update.

Funds On Deposit [FundsOnDep3 XE "FundsOnDeposit3" ]

[image: image280.png]NECO Alliance
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Update/Add the Funds on Deposit category.

[image: image281.png]


 Funds on Deposit will be updated/added, control will transfer FundsOnDeposit1.


Reports
[image: image282.png]*%* Campaign Discussion ***
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· Activity – a series of reports based on calendar request

· Merchandiser Spreadsheet – a downloadable spreadsheet of campaign information by chapter

· Model Summary – an onscreen or downloadable spreadsheet of model information across multiple campaigns

· System Summary by Batch Date – financial summary report by calendar period based on batch date processing

· Cycle Billing Summary – cycle billing summary report by chapters/manufacturers for a specified calendar period

· Cycle Billing Detail – cycle billing detail by cycle date listed by chapters and manufacturers

· Chapter Pends – information by month, with available funds, adjustment summary

· Vendor Pends – information by month, with available funds, adjustment summary

Activity [ReportActivity2 XE "ReportActivity2" ]

The user can create calendar based reports of rebate activity.

[image: image283.png]NECO Alliance

Campaign v Activity Process v Rebate v Admin ~ Logoff

Report Activity
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· [image: image284.png]


 for a report including all chapters select NECO, otherwise select the chapter for the report

· [image: image285.png]YYYY-MM-DD

End Date: & vrvv-mm-op




 enter the dates for the report in YYYY-MM-DD format or click the calendar logo and pick the dates from the secondary calendar window

· [image: image286.png]


 the report for execution, transfer to Chapter Summary [ReportActivity5]

Chapter Summary [ReportActivity5 XE "ReportActivity5" ]

[image: image287.png]NECO
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A report is generated based on the calendar dates and chapter selection of Report Activity [ReportActivity2].  Details by chapter, number of members with rebate activity and the number of rebates along with dollar rebates.

· [image: image288.png]Drilldown
Manufac / Member



 to drill-down by manufacturer or member

· Select Manufac to create a report by manufacturer and transfer to Manufacturer Summary [ReportActivity6]

· Select Member to create a report by member and transfer to Member Activity [ReportActivity7]

Manufacturer Summary [ReportActivity6 XE "ReportActivity6" ]
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All manufacturer activity summarized by Rebate Campaign for the calendar period requested is displayed.

Manufacturer activity is totaled if more than one campaign is present.
Member Activity [ReportActivity7 XE "ReportActivity7" ]

[image: image290.png]Campaign v Activity Process v Rebate v Admin ~ Logoff

Member Activity —

APPLIANCE DEALERS COOP. (ADC)

Start Date: 2007-05-01 End Date: 2007-05-31
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To further drill-down for specifics of rebate activity within the date range

· [image: image291.png]Drilldown
Name | Date | Manf-Model



 Select category to show consumer activity by

· Name – transfer to Member Detail-Consumer [ReportActivity9]

· Date – transfer to Member Detail – Date [ReportActivity10]

· Manf-Model transfer to Member Detail – Manufacturer/Model [ReportActivity11]
Member Detail – Consumer [ReportActivity9 XE "ReportActivity9" ]
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To display consumer detail, select the consumer name and transfer will be made to Rebate Inquiry [RebateInquiry5]

Rebate Inquiry [RebateInquiry5 XE "RebateInquiry5" ]
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· [image: image294.png]


 to add a NECO Headquarters remark, control will transfer to 
· [image: image295.png]


 is displayed in upper right hand corner when in Batch Inquiry, returns to BatchInquiry3
Member Detail – Date [ReportActivity10 XE "ReportActivity10" ]

[image: image296.png]Campaign v Activity Process v Rebate v Admin ~ Logoff

Member Detail - Date

ReportActivity10
MIKE'S VIDEO, TV & APPLIANCE - APPLIANCE DEALERS COOP. (ADC)
Start Date: 2007-05-01 End Date: 2007-05-31
Purchase Date Consumer Invoice # Purchase $
2007-05-01 ASBURY, WILLIAM 1485948 $1,200.00
2007-05-01 YOUNG, MaRY 1445747 $1,799.00
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To display consumer detail, select the consumer name and transfer will be made to Rebate Inquiry [RebateInquiry5]

Member Detail – Manufacturer/Model [ReportActivity11 XE "ReportActivity11" ]
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To display consumer detail, select the consumer name and transfer will be made to Rebate Inquiry [RebateInquiry5]

Merchandiser Campaign Activity Report [MerchReport1 XE "MerchReport1" ]
[image: image298.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Merchandiser Campaign Activity Report R

Begin Date: = vvvvmm-oo
End Date: = vvvvmm-oo

[Amana A

Manufacturer Selection: Select choices or make No Selection for All

© Personal Systems Technology LLC - 2007 - 2009




Generate Merchandiser Campaign Activity spreadsheet report.

· [image: image299.png]


either enter the report start date or use the calendar picker to identify the beginning start date of campaigns to be included in this report
· [image: image300.png]End Date: T yyyy-mm-00



 either enter the report end date or use the calendar picker to identify the ending date (the campaign start date) to be included in this report
· [image: image301.png]Manufacturer Selection: Select choices or make No Selection for All




 Select which manufacturers you wish to appear on the Merchandiser Spreadsheet.  Use the <control key> to select non-adjacent manufacturers, use the <shift key> to select adjacent manufacturers.  If no manufacturers are selected, all will be contained in the report.
· [image: image302.png]


 transfer control to MerchReport2 to identify any campaigns to not include in this report
Merchandiser Spreadsheet – Campaign Selection [MerchReport2 XE "MerchReport2" ]
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A list of all campaigns within the selected begin/end date range are displayed in manufacturer/campaign code sequence.  If any campaigns are NOT be shown on the spreadsheet click the checkboxes and then select Run Report.

[image: image304.png]. FEEEeesTa SRR e e TR e T T TR T T I T T e e
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A Merchandiser Spreadsheet in Excel format will then be downloaded.

[image: image305.png]A B |l ¢ [ b E | F | @ H !
1 code Campaign Name Open/Closed ADC  DMI IAC NWC TBG  Total
2 08-081358S BOSCH AUGUST PACKAGE REBATES Closed $2250  $1,200  $600  $750  $2,250  $7,050
'3 08-081368S BOSCH AUGUST BONUS REBATE  Closed $550  $750  $850 1,200  $2,300  $5650
4 08-081378S BOSCH AUGUST MVP REBATES  Closed $14100  $4,450  $5850 $12,400 $28,800 65,600
5 [Total Bosch $16900  $5400 $7,300 14350 $33,350 78,300

5

7 |0s-08133FP FISHER & PAYKEL AUGUST MVP DELI Closed $1L150  $650 600 $600  SLE0D  $4,600
8 Total Fisherpaykel $L150  $650  $600  $600  $L600  $4,600




Model Summary Report [ModelSumReport1 XE "ModelSumReport1" ]

[image: image306.png]*** Campaign Discussion ***
NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Merchandiser Model Summary Report S

Begin Date: = vvvvmm-oo
End Dat = vvvvmm-oo

Manufacturer Selection: Select choices or make No Selection for All





Select report period (begin date, end date) and which manufacturer’s campaigns to report.  Only campaigns which begin on or after the begin date and campaigns which end on or before the end date will be selectable for reporting.

· [image: image307.png]


 either enter or use the calendar control to select the beginning date of campaigns.

· [image: image308.png]End Date: T4 yyyy-mm-00



 either enter or use the calendar control to select the ending date of campaigns.

· [image: image309.png]Manufacturer Selection: [Frerrayke! Select choices or make No Sefection for Al




 select which manufacturers campaigns you wish to select from.  All manufacturers will be selected in no selection is made

· [image: image310.png]


 when all selections have been made, click submit and control will transfer to Model Summary Report [ModelSumReport2]



Model Summary Report [ModelSumReport2 XE "ModelSumReport2" ]
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All campaigns which began on or after the selected begin date and ended on or before the selected end date for the selected manufacturer are displayed.  Select which campaigns are to be included in the model summary report by checking the Include box.  Either a downloadable spreadsheet can be generated or an on screen report will be displayed.

· [image: image312.png]Include



 check the include box next to each campaign you wish to include in your report

· [image: image313.png]Spreadsheet: @ No O Yes



 select no to display your report on screen, select yes to create a downloadable spreadsheet

· [image: image314.png]Run Report



 when selection have been made, select Run Report to 

· Create a downloadable spreadsheet

· Or, create an on screen report [ModelSumReport4]



Model Summary Report [ModelSumReport4 XE "ModelSumReport4" ]
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System Summary by Batch Date - Financial Summary [Financial1 XE "Financial1" ]
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Select the period for the financial summary report.

· [image: image317.png]Start: yontn | January | vear



 select the start month and year from the drop down menus.

· [image: image318.png]ENd: ponth | January ¥ vear|




 select the end month and year from the drop down menus.

· [image: image319.png]


 control will transfer to the Financial Summary [Financial2], in a separate window,  for the period selected.


System Summary by Batch Date - Financial Summary Report [Financial2 XE "Financial2" ]
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Cycle Billing Summary – Financial3 [Financial3 XE "Financial3" ]
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Chapter/Manufacturer cycle billing by cycle date.

· [image: image322.png]Start Date: & yvrv-mm-00



 enter starting date for report

· [image: image323.png]


 enter ending date for report

· [image: image324.png]


 control will transfer to Cycle Billing Summary – Financial4 for report display.


Cycle Billing Summary – Financial4 [Financial4 XE "Financial4" ]
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Cycle Billing Detail – Financial5 [Financial5] XE "Financial5" 
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Chapter/Manufacturer cycle billing detail.

· [image: image327.png]Start Date: & yvrv-mm-00



 enter starting date for report

· [image: image328.png]


 enter ending date for report

· [image: image329.png]


 control will transfer to Cycle Billing Detail – Financial6 for report display.


Chapter Cycle Billing Detail – Financial6[Financial6 XE "Financial6" ]
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1AC 2009-08-03 $84,200.00 $3,460.36
1AC 2009-08-06 $4,197.00 $3.04
NWC 2009-08-03 $32,435.00 $1,171.61
NWC 2009-08-06 $2,748.00 $3.04
TBG 2009-08-03 $93,610.00 $2,916.34
TBG 2009-08-06 $11,321.00 $15.76
Manufacturers: Rebate § Fee$

Bosch 2009-08-03 $45,100.00 $1,574.10
FisherPaykel 2009-08-03 $16,100.00 $574.50
Frigidaire 2009-08-03 $79,825.00 $3,436.70
General Electric 2009-08-06 $36,370.00 $1,524.26

LG 2009-08-06 $7,200.00 $231.10




Chapter Pend Reports
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Chapter Pends by Month [Pend2 XE "Pend2" ]

Chapter Pend report by Chapter by Month.

[image: image332.png]Chapter Pend Report As of: 2009-04-17

Month ADC DMI IAC NWC TBG
2009-03 $453000  $3189.00  $5010.00 $70000  $2:840.00
2009-02 $5039.00  $1830.00  $390000  $1,150.00  $1,850.00
2009-01 $264500  $225500  $3,550.00 $88500  $2,190.00
2008-12 $280500  $162500  $325000  $1040.00  $1,980.00
2008-11 $371000  $2070.00  $343000  $1,12000  $2,370.00
2008-10 $416000  $204000  $484000  $1,12000  $3,410.00
2008-09 $463500  $343500  $597500  $2,15500  $3,480.00
2008-08 $8,13000  $335500  $7,80500  $2,190.00  $4,815.00
2008-07 $1325500  $825500  $10,83500  $205000  $9,320.00
2008-06 $671000  $6330.00  $8170.00  $432500  $9,610.00
2008-05 $980000  $8260.00  $1453000  $482000  $12,810.00
2008-04 $449000  $195000  $693000  $266500  $5780.00
2008-03 $462500  $155500  $526500  $159500  $1,49500
2008-02 $561500  $1930.00  $5990.00  $1300.00  $2,14500
2008-01 $905.00 $190.00 $680.00 $155.00 $320.00
2007-12 50.00 50.00 50.00 $155.00 $320.00

Total $81,144.00 $48,269.00 $90,160.00 $27,270.00 $64,415.00





Chapter Pend with Available $s [Pend3 XE "Pend3" ]

A report of chapter pends with adjustments showing current available funds.

[image: image333.png]NECO Alliance Rebate Chapter Pend Activity Register

Chapter: ADC

Month Pends. Adjustments Available
2009-03 $4,280.00 $0.00 $4,280.00
2009-02 $4,989.00 $0.00 $4,989.00
2009-01 $2,645.00 $0.00 $2,645.00
2008-12 $2,845.00 $0.00 $2,845.00
2008-11 $3,710.00 $0.00 $3,710.00
2008-10 $4,160.00 $0.00 $4,160.00
2008-09 $4,635.00 $0.00 $4,635.00
2008-08 $8,130.00 $0.00 $8,130.00
2008-07  $13,255.00 $0.00  $13,255.00
2008-06 $6,710.00 $0.00 $6,710.00
2008-05 $9,800.00 $0.00 $9,800.00
2008-04 $4,490.00 $-500.00 $3,990.00
2008-03 $4,625.00 $-400.00 $4,225.00
2008-02 $5,615.00 $-330.00 $5,285.00
2008-01 $905.00 $-220.00 $685.00
2007-12 $0.00 $-120.00 $-120.00

Total: $80,794.00 $-1,570.00  §79,224.00
NECO Alliance Rebate Chapter Pend Activity Register

Chapter: DMI





Chapter Pend Adjustment Summary [Pend4 XE "Pend4" ]
A report by chapter of Pend adjustment – report by Pend Month

· [image: image334.png]Chapter Pend Adjustment Summary

Chapter: ADC As of: 2009-05-08
Pend Month Pend Adj Cycle Adjustment
2008-04 2009-04-29 $-500.00
2008-03 2009-04-29 $-400.00
2008-02 2009-04-28 $-300.00
2008-01 2009-04-28 $-200.00
2007-12 2009-04-29 $-10.00
2009-04-28 $-100.00
Total: $-110.00
Grand Total: $-1,510.00

Chapter Pend Adjustment Summary
Chapter: DMI As of: 2009-05-08




Vendor Pend Reports
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Vendor Pends by Month [Pend1 XE "Pend1" ]

A report of current Pended rebates by vendor by month is created.

[image: image336.png]Vendor Pend Report

Month

2008-12
2008-11
2008-10

2008-07

2008-05

2008-03

2008-02

2008-01
2007-12

‘Amount

$50,950.00
$54,750.00
$58,395.00
$43,355.00
$25,682.95
$26,656.00
$23,470.00
$23,124.00
$15,105.00
$10,039.00
$17,464.00
$5,712.00
$978.00

As of: 2009-01-19




Vendor Pends By Month By Vendor [Pend8 XE "Pend8" ]

A report by Pend Month showing vendor current pend dollars in created.

[image: image337.png]NECO Alliance Manufacturer Pend Report

Month: 2009-03 As of: 05-08-2009
Manufacturer Pends.

Bosch $12,050.00
FisherPaykel $250.00
Frigidaire $29,765.00
General Electric $18,890.00
13 $950.00

Total: $61,905.00

NECO Alliance Manufacturer Pend Report

Month: 2009-02 As of: 05-08-2009




Manufacturer Pend Activity Register – Select [Pend5 XE "Pend7" ]
[image: image338.png]NECO Al
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· [image: image339.png]Select Manufacturer:




 select manufacturer from pull down.

· [image: image340.png]


 to select manufacturer and create Manufacturer Pend Activity Register [Pend6]

Manufacturer Pend Activity Register [Pend6]
Create report of selected manufacturer’s pended adjustments and currently available pend dollars.

[image: image341.png]NECO Alliance Rebate Manufacturer Pend Activity Register

Manufacturer: Bosch

Month
2000-03
2000-02
2000-01
2008-12
2008-11
2008-10
2008-09
2008-08
2008-07
2008-06
2008-05
2008-04
2008-03
2008-02
2008-01
2007-12

Total:

Pends

$12,050.¢
$16,400.1
$2,750.1
$0.
$2,550.1
$5,650.1
$2,600.1
$3,090.1
$7,910.1
$5,660.1
$6,275.1
$4,980.1
$3,665.
$7,045.1
$3,875.1
$825..
$85,325.(

00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00

Adjustments

$-5,000.
$-7,500.
$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.

$0.
$-12,500.

00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00

Available

$7,050.1
$8,900.
$2,750.1
$0.
$2,550.1
$5,650.1
$2,600.1
$3,090.1
$7,910.1
$5,660.1
$6,275.1
$4,980.1
$3,665.
$7,045.1
$3,875.1
$825..
$72,825.1

00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00

Date: 05-08-2009




Manufacturer Pend Adjustment Summary [Pend7 XE "Pend7" ]
A report is created of Manufacturer Pend Adjustments

[image: image342.png]Manufacturer: Bosch

Pend Month
2000-03

e

Manufacturer Pend Adjustment Summary

Pend Adj Cycle
2009-05-07

Grand Total:

Manufacturer Pend Adjustment Summary
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Process
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Process handles batch processing (see below), recording of mail receipts, the invoicing of chapters and vendors, check creation activities, bank account reconciliation, special payments and transactions and the billing and receipts of adjustment transactions.
Consumer rebates are grouped into daily entities known as “batches”, and batches are created for activity for each active campaign when there are consumer rebates for that day.

The “batch” activity includes creating a new batch, reprinting a batch cover sheet when necessary, entering rebate information into the batch, and then closing (accepting the entered rebate information) the batch after a review is made, batches can be reviewed in Campaign or Date Order, and deleting a batch.
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“Cycles” are created by grouping multiple batches together to create a unit to bill chapters and vendors and finally to issue checks to consumers when funds are available from collections from the chapters and vendors.
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Checks are prepared by first selecting “Groups” from “Cycles” where payments have been received from either Vendors or Chapters responsible for the campaign.  A queue of Groups to be processed is created, when checks are created, they are created through a selection on the Review/Create Check Queue screen.  After checks have been printed, the Check Queue is cleared for the next cycle.  In addition, when checks are printed, deposit entries are made to the Rebate Bank Account for the total amount of Valid and Pended rebates in the Group.
Mail Receipt allows for the recording of recording the estimated number of rebates received from the US Postal Service.  The receipts are shown on the System Statistics report to allow for workload scheduling.

Checks which have been issued can be voided, and when necessary a re-issue of a rebate check (with a new check number) may be done.  When required an adjustment check can be issued.

A check file which has been prepared for transfer to Solutran for printing can be validated to insure the number and total of the checks being transferred is correct.  

Daily paid check files retrieved from Solutran can be processed to mark checks paid and be deducted from the Citizens Bank account.
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Pend cycles allow for the adjustment of pend funds of manufacturers and chapters.
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Adjustment Receipts are payments for invoices of check adjustments.

Process Adjustment Receipts allows for the selection of which invoiced and unpaid adjustments have been received.  A report summarizing the amount by organization to be deposited and a report by manufacturer is prepared.

Clear Adjustments - clears the flags in the adjustment group information and marks the groups as paid.

Create Batch [CreateBatch1 XE "CreateBatch1" ]
Campaigns which have yy-mm within the last six months will be displayed in campaign code order
[image: image348.png]Campaign

Ful List

Campaign ID

09-031645A
0s-0816585
0s-0s16685
0s-0s167F0

09-08173aM
09-081748M

0s-0s183KA
09-031841G
09-0185MA
0s-0s18685
0s-08187KA

Reports v Process v Rebate ~ Admin ~ Documentation

Create Batch

Campaign Description
'SAMSUNG LAUNDRY PAIR LABOR DAY 1/2 PRICE DRYER BONUS REBATE

BOSCH SEPTEMBER MVP REBATES

BOSCH SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

FISHER & PAYKEL SEPTEMBER MVP AND BONUS DELIVERY & INSTALLATION ALLOWANCES
FRIGIDAIRE SEPTEMBER MVP REBATES

FRIGIDAIRE SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

GENERAL ELECTRIC SEPTEMBER MVP REBATES

'GENERAL ELECTRIC SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

LG APPLIANCES SEPTEMBER MVP DELIVERY & INSTALLATION ALLOWANCE

AMANA SEPTEMBER MVP REBATES

AMANA SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

KITCHENAID SEPTEMBER MVP REBATES|

KITCHENAID SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

MAYTAG SEPTEMBER MVP REBATES

MAYTAG SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

WHIRLPOOL SEPTEMBER MVP REBATES

WHIRLPOOL SEPTEMBER MVP DELIVERY & INSTALLATION REBATES

FRIGIDAIRE - ADC & DMI LABOR DAY BONUS REBATES

GENERAL ELECTRIC - ADC & DMI LABOR DAY BONUS REBATES

KITCHENAID - ADC & DM LABOR DAY BONUS REBATES

LG APPLIANCES - ADC & DMI LABOR DAY BONUS REBATES

MAYTAG - ADC & DMI LABOR DAY BONUS REBATES

BOSCH SEPTEMBER - OCTOBER BONUS PACKAGE REBATES RECEIVE UP TO $150 IN REBATES.
KITCHENAID - ADC & DMI SEPTEMBER SPECIAL REFRIGERATOR BONUS REBATE
FRIGIDAIRE - NWCT ONLY SEPTEMBER DISHWASHER BONUS REBATE

CreateBatch1




Select [image: image349.png]Full List



 to display a complete list of all campaign codes and control will transfer to Create Batch [CreateBatch1a].

[image: image350.png]‘Campaign ID
09-091645A



selecting a campaign code transfer to Create Batch [CreateBatch2].

Create Batch [CreateBatch1a XE "CreateBatch1a" ]
[image: image351.png]Campaign v Activity Process v Rebate v Admin ~ Logoff

Create Batch

CreateBatch1

Campaign 1D Campaign Description
05-54764 Bosch Package Remodeling Sale Rebates!
06-54782 Whirlpool Laundry Remodeling Rebates!

05-56722 Fisher & Paykel Installation Rebates!

06-58222 SONY SELECT HOLIDAY SALE REBATES!

07-54656 Frigidaire Bonus Installation Rebates

07-68125 Frigidaire Remodeling Free Dishwasher Rebate!

07-71120 KitchenAid BONUS PACKAGE Rebates!

3103 Bosch July-August Select Rebates!

07-80138 Bosch Bonus Package Rebates!

07-88765 Mel test

Records 1 to 10 of 10
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· [image: image352.png]‘Campaign ID
06-54764



 selecting a campaign code will transfer to Create Batch [CreateBatch2]

Create Batch [CreateBatch2 XE "CreateBatch2" ]
[image: image353.png]NECO Alliance

Campaign v Activity Process v Rebate v Admin ~ Documentation Logoff

Create Batch -
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Batch Date: =

s |
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The Campaign Code and Campaign Name are displayed.

· [image: image354.png]Envelope Count:



 a physical count of rebate envelopes (forms)

· [image: image355.png]


 to record the file name and count entries and create a “batch cover sheet”.  Print the batch cover sheet and place it with the scanned rebate envelopes(forms) for Data Entry use.  

· [image: image356.png]Batch Date: @




Sample Batch Cover Sheet
[image: image357.png]NECO Alliance

Rebate Processing
Batch: 07-12001BH023

Batch Count: 20
Date: 2008-02-12
Created By: Howie Hunger
Entered By/Date:
Reviewed ByDate:




· [image: image358.png]


after the batch control cover sheet has printed

Reprint Batch Cover Sheet [BatchReprint1 XE "BatchReprint" ]

[image: image359.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Batch Reprint .

Enter Batch #:
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Allows for the reprinting of a batch cover sheet.

· [image: image360.png]Enter Batch #:



to be processed


· [image: image361.png]


control will transfer to BatchReprint2

Reprint Batch Cover Sheet [BatchReprint2 XE "BatchReprint2" ]

[image: image362.png]Campaign

NECO Alliance

Reports v Process v Rebate v Admin ~ Documentation Logoff
Batch Reprint

Campaign 1D: 08-03060WX
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Envelope Count: [14
Batch Date: [005015 [

s |

Campaign:
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Update cover sheet information.

· [image: image363.png]Envelope Cour



update the correct number of envelopes for this batch.


· [image: image364.png]Batch Date: [2008-03-15 [



 enter the batch date as YYYY-MM-DD or use the calendar pick list to enter.


[image: image365.png]


select, the batch cover sheet will be displayed, print the cover sheet.

Batch Inquiry [BatchInquiry1 XE "BatchInquiry1" ]
[image: image366.png]NECO Alliance
Campaign v Activity Process v Rebate v Admin ~ Logoff

Batch Inquiry P

Enter Batch #:
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Select a batch of rebate entries.

· [image: image367.png]Enter Batch #:



enter a batch number
· [image: image368.png]


 accept batch number entry, transfer to BatchReview3

Batch Review [BatchReview3 XE "BatchReview3" ]

BatchReview3 is intended for Supervisor/Administrator use to review the entered rebate information for audit and validation purposes.  It is intended for the Supervisor/Administrator to audit for correctness of data entry, appropriate categorization of rebates as “Valid”, “Pend”, or “Reject”.  The review should be performed with all consumer documentation available.
[image: image369.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff
CorEt=s BatchReviews. php
Campaign # 08-10165FR FRIGIDAIRE OCTOBER MVP REBATES print Batch Cover Sheet
Batch #: 08-10165FR139 Status: ACTIVE  Reward: §775.00
Pend: 1 Reject: 0
count: [5 Double Dip: Yes Close Batch
Update Batch Info
Nbr Status Name. Reason | Date Reward Dealer
i VALID DWYER, CHARLOTTE 2008-10-07  $50.00 YALE ELECTRIC SALES COMPANY
002 PEND ROSENBERGER, RACHEL 2008-10-12 $100.00 HOME TRADE ORG. / SB&W APPLIANCES
Address: Possible undeliverable address: Street ot found
003 VALID HOYER, WALTER 2008-10-31  $75.00 N.F. LANDIS & SON, INC.
004 VALID KOVILARITCH, PHILIP 2008-10-15  $200.00 APPLIANCES PLUS INC.
005 VALID BUCHANAN, KATHLEEN 2008-10-29  $100.00 EARLB. FEIDEN
008 VALID CASSARO, VERA 2008-10-19  §100.00 COCCA'S APPLIANCE
007 VAUID MOSER, ANDREA 2008-10-10  §100.00 A.J.MADISON
008 VALID HAWKE, TIMOTHY 2008-10-25  $50.00 BEACH SALES, INC.

© Personal Systems Technology LLC - 2007, 2008




· Campaign and Batch information is displayed at the top of the screen.
· [image: image370.png]Print Batch Cover Sheet



 a new Batch Cover Sheet may be printed for this batch.
· [image: image371.png]Close Batch



will only appear on this screen when the [image: image372.png]Total Entered: 10 Valid: 5 Pend: 4 Reject: 1




number of “Total Entered” rebates is equal to the “Valid”, “Pend” and “Reject” number of entries.  When “Close Batch” is selected, the batch is marked as closed, totals are logged with the new/or already existing “Group” for this campaign cycle.  The eMail and Postcard queues are updated to send communications to consumers.  Batch Review [BatchReview3) is redisplayed without “Close Batch” or the “Update Batch Info” button.
· [image: image373.png]count: [lo



 enter a corrected count (if necessary)
· [image: image374.png]Update Batch Info



 update the Batch with entered “Count” and “File” information, re-display BatchReview3.
· [image: image375.png]VALID.
PEND



PEND and REJECT status are shown in bold, red, italics for easy identification and review.
· [image: image376.png]


 selecting a rebate number will transfer control to Rebate Input [RebateInput5] for the supervisor/administrator to review and modify if necessary any rebate form entries.
· Internet based member names are displayed in bold, green, italics for easy identification and review to insure that Paid In Full invoices are present, and that the sales invoice is from a valid member.
Batch Review Campaign Order [BatchReview1 XE "BatchReview1" ]

[image: image377.png]NECO All

Campaign ¥ Reports ~ Process ~ Rebate ~  Admin ~ Documentation Logoff
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All batches which are currently Open or Active are displayed in batch number sequence.

· [image: image378.png]


will transfer control to Inquiry Review [InquiryReview1] to allow for the review of updated rebates after batch review.


· Select Batch ID to transfer to Batch Review [BatchReview3]

Batch Review Date Order [BatchReview1 XE "BatchReview1" ]

[image: image379.png]Campaign  ~

Review Inguiries|

1172GE002
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Batch Review - By Date reviewt

‘Campaign Name
FRIGIDAIRE SEPTEMBER MVP REBATES
GENERAL ELECTRIC NOVEMBER MVP DELIVERY & INSTALLATION REBATES
'GENERAL ELECTRIC OCTOBER DELIVERY & INSTALLATION REBATES
FRIGIDAIRE OCTOBER MVP REBATES
BOSCH SEPTEMBER MVP REBATES
FRIGIDAIRE AUGUST-SEPTEMBER DELIVERY & INSTALLATION ALLOWANCE
KITCHENAID OCTOBER MVP REBATES
'GENERAL ELECTRIC OCTOBER DELIVERY & INSTALLATION REBATES
FRIGIDAIRE OCTOBER MVP REBATES
GENERAL ELECTRIC ROOM AIR CONDITIONER EXTENDED WARRANTY APPLICATION
WHIRLPOOL SEPTEMBER MVP REBATES
GENERAL ELECTRIC SEPTEMBER DELIVERY & INSTALLATION REBATES
FRIGIDAIRE LAUNDRY PAIR DELIVERY & INSTALLATION REBATE
‘GENERAL ELECTRIC OCTOBER DELIVERY & INSTALLATION REBATES
FRIGIDAIRE OCTOBER MVP REBATES

>
Records 1 to 15 of 104
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Displays all Open or Active batches in date order.  

· [image: image380.png]


will transfer control to Inquiry Review [InquiryReview1] to allow for the review of updated rebates after batch review.


· Select Batch ID to transfer to Batch Review [BatchReview3]

Inquiry Review [InquiryReview1 XE "InquiryReview1" ]
[image: image381.png]Campaign

Retum to Batch Review

Tracking #
3103001004
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VALID.
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Process v Rebate v Admin ~ Logoff
Inquiry Review
K7 InquiryReview1
Accept Inquiry Updates
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TORRE, J0E 5000 GABOWITZ TV & APPLIANCE
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InquiryReview1 processing is similar to BatchReview3 processing, it is intended for Supervisor/Administrator use to review the entered rebate information for audit and validation purposes.  It is intended for the Supervisor/Administrator to audit for correctness of data entry, appropriate categorization of rebates as “Valid”, “Pend”, or “Reject”.  The review should be performed with all consumer documentation available.
· [image: image382.png]Tracking #
07-73103001004



 the supervisor/administrator may select any rebate by clicking on the tracking number.  The rebate should be reviewed with all necessary supporting documentation.  Control will transfer to Rebate Input [RebateInput5] for review and any necessary changes.
· [image: image383.png]


  should be selected when all reviews have been completed to accept the updated rebate information

Batch Delete [BatchDelete1 XE "BatchDelete1" ]
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Batch Delete must be used with caution!  This transaction is intended for use when a batch has been created or entered in error.  A batch can only be deleted when the batch is Open or Active, a Closed batch cannot be deleted.

Delete will remove the Batch record along with any associated Rebate Header and Detail entries and Reasons, Mandatory Reasons and Remarks associated with the Batch.

[image: image385.png]Batch ID:



 enter the Batch ID to be deleted. if no entry or the Batch ID does not exist or the Batch is closed a message will displayed on this screen.

[image: image386.png]


 if no Batch ID was entered, or the Batch does not exist, or the Batch is closed a message will displayed on this screen.  If the Batch is available to be deleted control will transfer to Batch Delete [BatchDelete3].

Batch Delete [BatchDelete3 XE "BatchDelete3" ]

[image: image387.png]NECO Alliance
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Summary information about the Batch selected for deletion is displayed to allow user confirmation prior to the deletion being completed.

· [image: image388.png]Cancel Batch Delete



 the delete operation will be aborted and control will transfer to BatchDelete [BatchDelete1].

· [image: image389.png]Delete Batch



when selected the Delete operation will be completed for the Batch, Rebate Header/Detail, Remarks, Mandatory Reasons and Reasons records.  Control will transfer to the Menu.
Mail Receipt [Mail1 XE "Mail1" ]
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Daily the number of mail flats received should be entered.  Multiple entries in the same day will overlay the day entry (only one entry per day is recognized, the last entry).
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 select the date for the mail received.
· [image: image392.png]: of Mail Flats:



 enter the number of mail flats received.  For partial mail flats enter as a decimal, for example if one full mail flat is received and just slightly more, than an entry of 1.1 might be appropriate.

· [image: image393.png]


 when the date and number of flats have been entered, the system will multiple the number of flats based on a pre-determined value for a full flat and record it in the System table.  Control will transfer to the Menu.

Cycle Processing
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Cycle Billing [Cycle1 XE "Cycle1" ]
A “Cycle” is a collection of “Groups” which are invoiced to chapters/vendors and have check issued as a unit.  A “Group” is created (and updated) when a batch is closed.  (Batch Review).

Previously opened and active cycles are listed in reverse chronological order.

[image: image395.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Create New Cycle Create FOD Cycle Processing @

Date $ Rewards. # Rewards Status
20090217 $430,000.00 6986 Invoiced
20000130 $302,380.00 5074 Invoiced
2000-01-16 $445,470.00 6212 Invoiced
20000105 $518,164.00 6856 Invoiced
20081215 $489,174.00 6563 Invoiced
2008-12:01 $405,250.00 5474 Invoiced

$659,300.00 7966 Invoiced

$608,444.00 8105 Invoiced

$910,140.00 11356 Invoiced

$542,074.00 7263 Invoiced
20080819 $837,168.74 10818 Invoiced
20080829 $455,366.88. 6177 Invoiced
20080815 $1,022,125.46 12783 Invoiced
20080731 $1,089,833.79 14624 Invoiced
20080715 $788,581.99 9547 Invoiced

>

Records 1 to 15 of 26
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· [image: image396.png]Create New Cycle



 will create a new “Cycle” by scanning for all “Open” Groups,  changing the Group Status to Active, and summing the Group Valid, Pend, Reject and $ rebates to the Cycle record.  Cycle Processing [Cycle1] is redisplayed with the new cycle information.
· [image: image397.png]Create FOD Cycle



 will create a new “Cycle” which is composed of only Funds on Deposit campaigns.  Cycle Processing [Cycle1]  is redisplayed with the new cycle information.

· [image: image398.png]Date
2007-10-01



 select a cycle date for further processing.  Cycle Processing for the date will be displayed [Cycle3]

Cycle Processing – Date [Cycle3 XE "Cycle3" ]

The Cycle previously selected in Cycle Processing [Cycle1] is displayed with each Campaign which had Group activity displayed.  Campaigns are displayed in Campaign Code order.

If there are more than 15 campaigns, than VCR like controls will be displayed to allow for scolling.
[image: image399.png]NECO Alliance

Campaign  ~  Activity Process v Rebate v Admin ~ Logoff
P, Cycle Processing - 2007-11-12 s
Action  Camp Code Campaign Name BillTo  #Rebates §Rebates Fees
Soreadsheet 07-69841  General Electric The Sig Event Refrigerator Rebates!  General Electric 18 $900.00 $2.12
Soreadsheet 07-73103  Bosch July-August Select Rebates! 86 0 $0.00 133
Soreadsheet 07-73103  Bosch July-August Select Rebates! oMt 1 $50.00 $1.93
Soreadsheet 07-73103  Bosch July-August Select Rebates! nwe 1 $50.00 $1.93
Soreadsheet 07-73103  Bosch July-August Select Rebates! Apc 2 $75.00 $1.93
Soreadsheet 07-73103  Bosch July-August Select Rebates! 1ac 1 $50.00 $1.93

Records 106 of 6
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· [image: image400.png]Create Invoice Info



 will open a secondary window and create invoicing information to be used with QuickBooks to bill the responsible organization.
· [image: image401.png]Action
Spreadsheet



will download an Excel spreadsheet with detail information about the invoiced consumer rebates.  The same spreadsheet is available for download by the vendors and chapters.
Cycle Validation [Cycle6 XE "Cycle6" ]
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Displays all cycles in most recent cycle date first.

· [image: image403.png]


Select a cycle date to transfer control Cycle Validation [Cycle5]

Cycle Validation [Cycle5 XE "Cycle5" ]
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The cycle will be displayed with the last column showing three asterisks “***” if the calculated values of number and dollar amount do not equal the generated billing spreadsheets.

Open Cycles [OpenCycles1 XE "OpenCycles1" ]

[image: image405.png]Campaign

~ Documentation Logoff

Amount
$390,79.43
$202,374.42
$238,417.67
$245,381.83
$257,358.27

Subtotal $1,334,932.62

$147,293.06

Subtotal  $147,293.06

$10,301.10

Subtotal  $10,301.10

$41,828.29
$28,700.15
$28,202.13

Subtotal  $98,731.57

$7,906.26

Subtotal  $7,906.26

Reports v Process v Rebate v Admin
Open Cycles
Organization Date
Frigidaire 2008-11-17
Frigidaire 2008-12-01
Frigidaire 2008-12-15
Frigidaire 2009-01-05
Frigidaire 2009-01-16
General Electric 2009-01-30
DYNAMIC MARKETING, INC. (OMI) 2009-01-30
INTERCOUNTY APPLIANCE CORP. 2009-01-05
INTERCOUNTY APPLIANCE CORP. 2009-01-16
INTERCOUNTY APPLIANCE CORP. 2009-01-30
NATIONWIDE OF CONNECTICUT 2009-01-30
THE BOSTON GROUP. 2009-01-30

$22,205.10

Subtotal  $22,205.10

Total 51,621,369.71
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Shows report of open cycles (payment not received) from chapters and vendors.
Chapter Pend Cycles [ChapPendCycle1 XE "ChapPendCycle1" ]

Manufacturer Pend Cycles [ManfPendCycle1 XE "ManfPendCycle1" ]
[image: image406.png]NECO Alliance
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[image: image407.png]NECO Alliance
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Chapter/Manufacturer pend cycle processing is performed similarly.

· [image: image408.png]Add a New Cycle



 to add a new pend cycle, control will transfer to Chapter/Manufacturer Pend Adjustment (ChapPendAdj2, ManfPendAdj2]

· [image: image409.png]Create Chapter Pend Reagister




· [image: image410.png]Create Manufacturer Pend Activity Reaister



to create chapter/manufacturer pend activity registers [ChapPendCycle3, ManfPendCycle3]
· [image: image411.png]


 select pend cycle to transfer control to Chapter/Manufacturer Adjustment Cycle [ChapPendAdj1, ManfPendAdj2]

Chapter Pend Adjustment [ChapPendAdj1 XE "ChapPendAdj1" ]

Manufacturer Pend Adjustment [ManfPendAdj1 XE "ManfPendAdj1" ]
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Chapter / Manufacturer Pend Adjustment processing is similar.

· [image: image414.png]Add Transaction



 will only be present if the pend cycle being processed is being created (i.e. today’s pend cycle).  Control will transfer to Chapter / Manufacturer Pend Adjustment [ChapPendAdj2, ManfPendAdj2]


· [image: image415.png]Create Workshest



 will create a Pend Worksheet [ChapPendCycle2, ManfPendCycle2]


· [image: image416.png]Action
Update | Delete



 if update is selected control will transfer to Chapter / Manufacturer Pend Adjustment [ChapPendAdj2, ManfPendAdj2] with the contents of the pend entry selected available for update.  If delete is selected, control will transfer to Chapter / Manufacturer Pend Adjustment – Confirm Deletion [ChapPendAdj4, ManfPendAdj4] to allow for confirmation of cancellation of the delete operation.

Chapter Pend Adjustment – Confirm Deletion [ChapPendAdj4 XE "ChapPendAdj4" ]

Manufacturer Pend Adjustment – Confirm Deletion [ManfPendAdj4 XE "ManfPendAdj4" ]
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Chapter / Manufacturer Pend Adjustment – Confirm Deletion perform similarly.

· [image: image419.png]Cancel Deletion



 will abort the deletion request and control will transfer to Chapter/Manufacturer Pend Adjustment [ChapPendAdj1 / ManfPendAdj1]


· [image: image420.png]Confirm_Deletion



 will cause the selected transaction to be deleted and control will transfer to Chapter/Manufacturer Pend Adjustment [ChapPendAdj1 / ManfPendAdj1].

Chapter Pend Worksheet

Manufacturer Pend Worksheet

Chapter / Manufacturer Pend Worksheets are similar.

A report of the pend cycle activity by chapter/manufacturer created.


[image: image421.png]NECO Alliance Rebate Chapter Pend Worksheet
Chapter: ADC Cycle: 2009-05-08
period Amount

2000-03 $-100.00
Total: $-100.00




[image: image422.png]NECO Alliance Rebate Manufacturer Pend Worksheet
Manufacturer: Bosch Cycle: 2009-05-08
period Amount

2000-01 $-5,000.00
Total: $-5,000.00




Chapter Pend Activity Register

Manufacturer Pend Activity Register

[image: image423.png]NECO Alliance Rebate Chapter Pend Activity Register
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2009-04-28 $-300.00
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2009-04-29 $-10.00
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Total: $-1,610.00
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Chapter Pend Adjustment [ChapPendAdj2 XE "ChapPendAdj2" ]

Manufacturer Pend Adjustment [ManfPendAdj2 XE "ManfPendAdj2" ]
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· Processing is similar for chapters and manufacturers

· [image: image427.png]



· [image: image428.png]


 select a chapter or manufacturer

· [image: image429.png]


 select the pend month period (year, month) from the pull downs

· [image: image430.png]Amount: [



 enter amount of adjustment

· [image: image431.png]Type: @ withdrawal O Deposit



 select withdrawal or deposit (withdrawal will calculate amount as amount times -1) 


· [image: image432.png]


 will transfer control to Chapter/Manufacturer Pend Adjustment [ChapPendAdj1, ManfPendAdj1]

Adjustment Cycle [AdjCycle1 XE "AdjCycle1" ]
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Displays Adjustment Cycles for adjustment checks.

· [image: image434.png]


 will calculate adjustments which have not yet be invoiced and control will transfer to Adjustment Cycle – Uninvoiced Adjustments [AdjCycle2].

· [image: image435.png]Create New Cycle



 will create a new Adjustment Cycle and control will transfer to Adjustment Cycle [AdjCycle4] and display the new cycle.

· [image: image436.png]2009-01-18



 select an adjustment cycle, control will transfer to Adjustment Cycle [AdjCycle4]
Adjustment Cycle – Uninvoiced Adjustments [AdjCycle2 XE "AdjCycle2" ]
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Displays the date range and $’s of uninvoiced adjustment checks.

· [image: image438.png]Return to Adjustment Cycle Processing



control will transfer to Adjustment Cycle [AdjCycle1]

Adjustment Cycle [AdjCycle4 XE "AdjCycle4" ]
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Displays the detail billing information by organization for the Adjustment Cycle.

· [image: image440.png]Create Invoice Info



 will create detail adjustment invoice worksheets for invoicing and display the worksheets for printing [AdjCycle5]

Adjustment Cycle – Invoice Worksheet [AdjCycle5 XE "AdjCycle5" ]

[image: image441.png]NECO Alliance Adjustment Checks Invoice Worksheet

Organization: Bosch GL# 1404 Cycle: 2009-01-18
Tracking # Check Date Check # Amount

08-0100285007002 2008-05-07 108262 $50.00
08-0100385048001 2008-07-02 143222 $75.00
08-0202285019001 2008-07-16 150052 $150.00
08-04071b5109017 2008-10-01 108389 $150.00
08-0914585078002 2008-11-26 220759 $50.00
08-09145B5088016 2008-11-26 229760 $100.00
08-09146B5035004 2008-11-26 220761 $200.00

Total: §775.00

NECO Alliance Adjustment Checks Invoice Worksheet
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Check Processing
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Check processing provides for selecting cycle groups to have checks prepared.  Group cycles are added to the Check Queue when payments have been received from Vendor/Chapter paying organizations.  The Check Queue may be reviewed and have entries removed.

In addition, individual checks are added to an “individual check queue” when a rebate which was originally pended, and the batch which the rebate belongs has already had checks issued – this rebate when it is classified as Valid will be pended to the individual check queue and will have a check prepared the next time check processing is performed. 

Create Checks prepares a file for transmission to Solutran for check to be prepared and creates a check register of activity.

Void, Re-Issue, Adjustment check processing handles the activities required to void a previously issued check, re-issue check that has been previously prepared, or to issue an adjustment check (additional payment for an existing rebate).  Manual checks can also be produced, a “manual check” is a check drawn on Citizens Bank and made payable and mailed to NECO for deposit in the main NECO Rebate account.  The transaction is intended to transfer dollars back to the main NECO account.

Validate check file re-processes the file created in Create Checks to insure that the file to be transmitted to Solutran does in fact “balance” to the check register.

Daily Solutran (Citizens Bank) prepares a Paid Check file of items paid that day.  Paid Checks posts the items in the paid check file as paid and balances to the Wire Transfers initiated for that day.

Outstanding Manual Checks will produce a list of Manual Checks (prepared by Void, Re-Issue, Adjustment processing as manual checks which have not yet been cashed by NECO.

Checks – Select by Cycle/Group Date [Check1 XE "Check1" ] 
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Records 1 to 10 of 10
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Displays Groups which have been previously invoiced but have not yet had checks issued.  If a Group has been added to the queue, “Queued” will be shown in the Status column.

· [image: image444.png]Add Queue



 select the Add Queue checkbox on any groups to be added to the Check Queue.

· [image: image445.png]


 will transfer processing to Check Queue Display [Check4] to show the updated Check Queue. 

Checks - Select by Organization [Chapter/Vendors] [Check2 XE "Check2" ]
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· [image: image447.png]Add Queue



 select the Add Queue checkbox on any groups to be added to the Check Queue.

· [image: image448.png]


 will transfer processing to Check Queue Display [Check4] to show the updated Check Queue. 

Review Check Queue [Check4 XE "Check4" ]
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· [image: image450.png]


 Select one or multiple groups to be removed from the check queue.

· “Individual Checks” for Pended rebates which have become Valid in Batches which have been invoiced/payment received/and checks previously issued for Valid rebates.  The total dollars of checks to be issued is shown.

· “Non-ACH Checks” are checks (i.e. adjustment checks) for which a direct transfer is NOT to be made from the Valley National account to the Citizens Bank account.

· “Total” is the total dollars of all checks to prepared.

· [image: image451.png]


 to re-process the check queue, the Check Queue Display [Check4] will be re-displayed with the current Check Queue group entries.

Create Checks [Check6 XE "Check6" ]
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 the date which will appear on checks, this date (along with the check number) will be entered in the Rebate record.  An expiration date (the date entered plus 12 weeks) will be displayed on the check.
· [image: image454.png]


 will open a secondary window to display a check register and will prepare a .txt file to be transmitted to Solutran for check preparation.
Sample Check Register
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Organization: General Electric
Tracking Number
07-69841001002
07-69841001003
07-69841001004
07-69841001005
07-69841001006
07-69841001007
07-69841001009
07-69841001010
07-69841001011
07-69841001012
07-69841001013
07-69841001014
07-69841001015
07-69841001016
07-69841001017

1276
1277
1278
1279
1280
1281
1282
1283
1284
1285
1286
1287
1288
1289
1200

MARY YOUNG
LINDA CURRIER
WILLIAM ASBURY
ROGER ANCTIL

CORINNE STILES

DARIO GHIGLIONE
LEAFY LAVENDER
CYNTHIA MUCKIIAN

TAK TAM

PAUL BELYEA

JOHN CUSICK

POG WATSON

CLIFFORD SAMPSON
CAROLYN MANCINI
EDWARD RYAN

Totals: #15

‘Campaign: 07-69841

Amount
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00
$50.00

$ 750.00




Check Void, Re-Issue, Adjustments [CheckAux1 XE "CheckAux1" ]

[image: image456.png]NECO Al

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Check Voids, Re-Issues, Adjustments

Check #:
O void

O Re-lssue

Adjustment Check.

Tracking #:
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Used to void or re-issue a previously issued check or to issue an adjustment check.

To Void/Re-issue a check:

· [image: image457.png]Check #:
O void

O Re-Issue.



 enter a currently outstanding check number (if the check number entered has not been issued, or has already been cashed then an error message will be generated if a request is made to void).  Control will transfer Check Void / Re-issue confirmation [CheckAux3]

· [image: image458.png]O void

© Re-lssue



 select the appropriate radio button for the action desired.

To issue an Adjust Check

· [image: image459.png]~Adjustment Check

Tracking #:



 enter the tracking number of rebate to have an adjustment check issued.  Control will transfer to Rebate Inquiry [RebateInquiry5] with check adjustment access appended to the bottom of the normal Rebate Inquiry screen.

[image: image460.png]


select when ready to transfer control.

Check Void / Re-issue Confirmation [CheckAux3 XE "CheckAux3" ]

[image: image461.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Check Void / Re-issue Confirmation 5

Action: Void
Check #: 101002
Tracking #: 07-1200750001013
Name: SHUK YING WONG
Check Date: 2008-02-27
Check Amount: $40.00

Cancel Void Confirm Void
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· [image: image462.png]


[image: image463.png]Cancel Reissue



 to abort void/re-issue action, control will return to CheckAux1

· [image: image464.png]


[image: image465.png]Confirm Reissue



to complete void/re-issue action, control will return to CheckAux1

Adjustment Check Processing [RebateInquiry5 XE "RebateInquiry5" ]

Appended to the bottom of the RebateInquiry5 screen:

[image: image466.png]Amount:

Types © adiustment O Hanual




· [image: image467.png]Amount: [



 enter the amount of the check to be processed.

· [image: image468.png]Type: ® Adjustment O Manual



select appropriate radio button – Adjustment, issue a check to the consumer whose name appears on the rebate form, - Manual, issue a check made payable and mailed to NECO Alliance to be deposited in the Valley National account and issue a “manual” check from the Valley National account to this consumer for the amount entered.

· [image: image469.png]


 enter to transfer control to Create Check Adjustment [CheckAux5] to complete action.

Create Adjustment Check [CheckAux5 XE "CheckAux5" ]

[image: image470.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Create Adjustment Check

Tracking #: 08-03060WX001001
Amount: $1.00

Cancel Adjustment | Create Adjustment
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· [image: image471.png]Cancel Adjustment | Create Adjustment



 select Cancel / Create to complete appropriate action for this check.  Control will transfer to CheckAux1.
Validate Check File [Check9 XE "Check9" ]

[image: image472.png]Campaign
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· [image: image473.png]1
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 use calendar picker to select appropriate check file to validate.  Check file must be in …\Solutran\Issued folder.

· [image: image474.png]® AcH File O Non-ACH File



 select file type (Non-ACH files end with ‘9’, and will not cause a dollar transfer between Valley National and Citizens Bank.

· [image: image475.png]


to transfer control to Verify Check File [Check10].

Verify Check File [Check10 XE "Check10" ]
[image: image476.png]Campaign

Reports v Process v Rebate ~ Admin ~ Documentation

Verify Check File

File: Solutran/Issued/NECO-Chk-2008-11-14.6xt
Starting Check #: 226611
Ending Check #: 227134
Number of Checks: 524
Total Amount: $31,010.00

© Personal Systems Technology LLC - 2007, 2008

Logoff.

NECO Alliance

Check10




Print and save, this should match to Check Register.
Paid Checks [PaidCheck1 XE "PaidCheck1" ]
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Enter date of Paid File to process.  Paid is transferred from the Solutran secure web site and must be in the …\Solutran\Paid\  folder

· [image: image478.png]2ls/5]e7]a s
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 use the calendar picker to select the date to process
· [image: image479.png]


 to process and transfer control to PaidCheck2

Paid Checks [PaidCheck2 XE "PaidCheck2" ]

Checks contained in the PaidCheck file are marked as Paid, if the total paid check amount matches the daily Wire Transfer, the wire transfer is marked as reconciled and the Paid Check report is created.

[image: image480.png]Paid Check Processing

Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer
Manufacturer

General Electric
Whirlpool Corporation

Bosch
Maytag
Frigidaire
Kitchenaid
e

Total:

Delta Total § 0.00

$-11,680.00
$-7,680.00
$-10,525.00
$-650.00
$-8,700.00
$-6,800.00
$-3,595.00
$-3,000.00
$-1,375.00
$-3,747.00
$57,752.00

Total $ 57,752.00
Total # 014

2009-10-06




Any exceptions are noted in the report.
Warranty Processing [Warranty1 XE "Warranty1" ]
Warranty processing adds or updates warranty contract information to a warranty record.

[image: image481.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Warranty - Add/Update Worrantyt

Tracking #: [
T
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· [image: image482.png]Tracking #:



 enter the tracking number for this warranty.

· [image: image483.png]‘Submit



 to process.  If the tracking number does not exist, or if the tracking number entered is not for a warranty, an error is displayed and control is returned to Warranty1.  

If a warranty tracking number is entered control is transferred to Warranty Processing Add/Update [Warranty3] for 2008 warranties, or to Warranty Processing Add/Update [Warranty4] for all other warranties.  

If a warranty number already exists it is displayed, otherwise a blank field is presented.

Warranty Processing [Warranty3 XE "Warranty3" ]

[image: image484.png]Campaign

Reports

Process v Rebate v Admin ~ Documentation

Warranty Add/Update
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The tracking number, along with the consumer name and address are displayed.  If there is already a warranty number associated with this tracking number it is available for update, if there is not currently a warranty associated with this tracking number the field will be blank.

· [image: image485.png]Warranty #: [4080470046



 add or update the warranty number.

· [image: image486.png]


 the warranty number will be updated and control will transfer to Rebate Inquiry [RebateInquiry5] to display the entire tracking information.


Warranty Processing [Warranty4 XE "Warranty4" ]

[image: image487.png]Campaign

Reports v Process v Rebate v Admin ~ Documentation Logoff

Warranty Add/Update
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Add or update warranties which can have multiple model/serial numbers.

· [image: image488.png]Model
XQOSL10A



 model number of warranty item

· [image: image489.png]Serial
LHFX02335



serial number of warranty item

· [image: image490.png]‘Warranty

[cRios08372



if a warranty contract number already exists, it will be displayed, add or update the contract number

· [image: image491.png]


control will transfer and the warranty information will be updated and Rebate Inquiry [RebateInquiry5] will be displayed.

Bank Account
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Bank Account activity for a calendar period.  
Wire Transfer is used to record the rebates, services, and postage on a daily basis.

Wire Transfer Summary is used for monthly reconciliation to show all wire transfer for a period.

The Check Register provides either a detail or summary accounting of the bank activity.  The reconciliation report is a “printer friendly” version of the detail check register. Outstanding Checks prepares a report of all checks which have been created and are awaiting presentation for payment.  Account Balances for Valley and Citizens displays the current balances for the sub-accounts in the selected bank, and General Ledger prepares a GL report for selected account in a date range.
Wire Transfer [WireXfr1 XE "WireXfr1" ]

[image: image493.png]Campaign

Date
2010-01-08
2010-01-07
2010-01-06
2010-01-05
2010-01-04
2009-12-31
2008-12-30
2009-12-29
2009-12-28
2009-12-24

v Reports v Process v Rebate

Total
$18,867.00
$24,794.00
$26,200.36
$36,556.00
$48,222.00
$33,353.00
$48,326.36
$43,665.00
$40,440.00
$25,347.00

v Admin

Rebates Service
$18,867.00 $0.00
$24,794.00 $0.00
$25,462.00 $0.00
$36,556.00 $0.00
$48,222.00 $0.00
$33,353.00 $0.00
$48,141.00 $0.00
$43,665.00 $0.00
$40,440.00 $0.00
$25,347.00 $0.00

Add / Change Wire

NECO Alliance

~ Documentation Logoff

Wire Transfer - Valley National to Citizens State Bank

$0.00
$0.00
$738.36
$0.00
$0.00
$0.00
$185.36
$0.00
$0.00
$0.00

& Perzons| Systems Tachnology LLC - 2007-2010

Reconciled

Wirextr1

Note

Delta $50

Delta $100
$125 Delta
$135 Delta




Displays history of recent Wire Transfers.

An asterisk (*) in the reconciled column indicates that the wire transfer amount has been reconciled with the Solutran Paid Check file for that date.

Notes document any adjustments that may have been necessary for reconciliation.

· [image: image494.png]Add / Change Wire



 to add a new wire transfer or to edit an existing transfer. Control will transfer to Wire Transfer Valley National to Citizens State Bank [WireXfr2]


Wire Transfer [WireXfr2 XE "WireXfr2" ]
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Select the date of the wire transfer to add or edit and select [image: image496.png]


, control will transfer to Wire Transfer [WireXfr3].

Wire Transfer [WireXfr3 XE "WireXfr3" ]

[image: image497.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff
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After completing the daily wire transfer of funds from Valley National Bank to Citizens State Bank then record (or update) the transfer information in the rebate system.

· [image: image498.png]Rebates: [0



 enter the amount of rebates paid on this date.

· [image: image499.png]


 enter the Solutran monthly service charge, when paid, typically the 10th, or the banking day prior to the 10th if the 10th falls on a weekend or a bank holiday.

· [image: image500.png]Postage: [0



 enter postage charge for checks send, check postage is typically due on Wednesday.

· [image: image501.png]Reconciled:



when a wire transfer has been reconciled, this field will contain an asterisk (*).

· [image: image502.png]


 enter any notes necessary about this day’s wire transfer.  Maximum entry – 1000 characters.

· [image: image503.png]


 select when entries made.  Updates will be recorded and control will transfer to Wire Transfer [WireXfr1].

Wire Transfer Summary [WireXfr5 XE "WireXfr5" ]

[image: image504.png]NECO Alliance
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Indicates dates for the Wire Transfer Summary.

· [image: image505.png]Begin Date: | 4



 enter date in YYYY/MM/DD format or use the calendar control.

· [image: image506.png]EndDate:[  [d



 enter date in YYYY/MM/DD format or use the calendar control.

· [image: image507.png]‘Submit




select on the Wire Transfer summary report will be created for the selected dates.


[image: image508.png]Wire Transfer Summary 2009-12-15 - 2009-12-30

Date | TotalTransfer  Rebates  Service Fees Postage Fees  Reconciled ~ Comments
12-15 30,474.00  30,474.00 0.00 0.00 =

12-16 33,163.56  33,051.00 0.00 112.56 =

1217 26,080.00  26,080.00 0.00 0.00 =

12-18 24,478.00  24,478.00 0.00 0.00 - $100 delta
1221 37,772.00  37,772.00 0.00 0.00 - $100 delta
12-22 20,854.00  20,854.00 0.00 0.00 =

1223 25,637.24  24,676.00 0.00 961.24 =

12-24 25,347.00  25,347.00 0.00 0.00 =

12-28 40,440.00  40,440.00 0.00 0.00 =

12-20 43,665.00  43,665.00 0.00 0.00 =

12-30 48,326.36  48,141.00 0.00 185.36 - $135 Delta




Check Register [CheckReg1 XE "CheckReg1" ]
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Display either Detail (all transactions – checks, transfers, deposits by day or a summary total for all checks, transfers, deposits by day) with a running balance.  Processes either the Valley National or Citizens State bank accounts.

· [image: image510.png]Begin Date: | |4



enter the beginning date to review (to see the starting balance for a period select at least one day prior to day of interest.

· [image: image511.png]Endpate:| [



enter the end date to review

· [image: image512.png]® valley National Bank O Citizens State Bank



 select which bank account to work with

· [image: image513.png]© Detail ® summary



select whether to display all transactions (Detail) or summarize the transactions by type for a given date (Summary)

· [image: image514.png]


control will transfer Check Register display [CheckReg2]

Check Register Display - Summary [CheckReg2 XE "CheckReg2" ]

[image: image515.png]Campaign  ~
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2008-02-24
2008-02-27
2008-02-29
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2008-03-10
2008-03-14
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Documentation Logoff

Amount
$0.00

$410.68
$-355.00
$9,687.32
$-9,300.00
$-25.00
$31,374.10
$-28,480.00

NECO Alliance

CheckReg2

Balance
$-500.00
$-89.32
$-a0032
$9,243.00
$-57.00
$-82.00
$31,292.10
$2,812.10




The selected bank account and display type (Detail or Summary) activity will be displayed.

· [image: image516.png]Add Transaction|



 will transfer control to Check Register Add Transaction [CheckReg3] to all to add a register transaction

Check Register Display – Detail [CheckReg2 XE "CheckReg2" ]

[image: image517.png]Campaign v Reports v
Add Transaction|
Action  Date  Check #
u/p 2008-02-01
U/D 2008-02-24
U/D 2008-02-24
u/D 2008-02-27
U/D 2008-02:29
U/D 2008-02-29
U/D 2008-02-29
U/D 2008-02-29
U/D 2008-02-29
U/D  2008-02-29
Action  Date  Check #
U/D 2008-02:29
U/D 20080229

NECO Alliance

Process ~ Rebate ~  Admin ~ Documentation Logoff
Check Register - Valley National Bank

2008-02-01 - 2008-03-0 CheckReg2

Description Account ‘Amount Balance
‘Starting Balance ‘Starting Balance $0.00  $-500.00
DEP FEES 07-1200750 2007-12-21 Fees. $15.68  $-484.32
DEP MANF Sony 07-12007S0 2007-12-21 Sony. $395.00 $-89.32
XFR MANF Sony 07-12007S0 2007-12-21 Sony. $-355.00  $-444.32
DEP FEES 07-1200750 2008-01-22 Fees. $150.92  $-293.40
DEP MANF Sony 07-12007SO 2008-01-22. Sony. $4,455.00  $4,161.60
DEP FEES 07-1200750 2008-01-22 Fees. $72.52  $4,234.12
DEP MANF Sony 07-12007SO 2008-01-22. Sony. $2,125.00  $6,359.12
DEP FEES 07-1200750 2007-12-21 Fees. $39.20  $6,398.32
DEP MANF Sony 07-12007S0 2007-12-21 Sony. $1,015.00  $7,413.32

Description Account ‘Amount Balance
DEP FEES 07-1200750 2008-01-22 Fees. $64.68  $7,478.00
DEP MANF Sony 07-12007SO 2008-01-22. Sony. $1,765.00  $9,243.00

& Perzonal Systems Tachnology LLC - 2007, 2008




The Detail version of the Check Register is displayed.

· [image: image518.png]Add Transaction|



 will transfer control to Check Register Add Transaction [CheckReg3] to all to add a register transaction

· [image: image519.png]Action



select U for Update, D for Delete to work with an existing Check Register entry.
· U will transfer control to Check Register Add / Update Transaction [CheckReg3] to all for the updating a Check Register entry.

· D will transfer control to Check Register – Entry Delete [CheckReg5] to all for the deletion of a register entry.

Check Register Add/Update Transaction [CheckReg3 XE "CheckReg3" ]
[image: image520.png]NECO Alliance
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Add/update a transaction to the check register of the selected bank account.

· [image: image521.png]pate: [ A



enter the date in YYYY-MM-DD format or use the calendar date picker.

· [image: image522.png]


 if needed, enter the check number

· [image: image523.png]Amount: [



 transaction amount (enter – for payments).

· [image: image524.png]


 select account for transaction from selection list (e.g. Fees, Service Charge, General Electric, Maytag, etc).

· [image: image525.png]Description: [



 enter any descriptive information 

· [image: image526.png]


 to process add/update and re-display Check Register [CheckReg1]

Check Register – Entry Delete [CheckReg5 XE "CheckReg5" ]

[image: image527.png]Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Check Register - Entry Delete

Checkregs

Date: 2008-02-29.
Description: DEP FEES 07-12007S0 2008-01-22
Account: Fees.
Amount: $150.92

Cancel Delete | Confimm Delete
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The Check Register entry selected is displayed.

· [image: image528.png]Cancel Delete



 select to abort deletion of this check register entry (keep it), the check register will be re-display [CheckReg2]

· [image: image529.png]Confirm Delete.



 select to cause the deletion to be processed, updating the running bank balance, and control will transfer to re-display the Check Register [CheckReg2]
Bank Account - Reconciliation [Reconcile1 XE "Reconcile1" ]
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Prepares “printer friendly” check register / reconciliation listing
· [image: image531.png]Begin Date:




 enter the beginning date for this reconciliation report in the form YYYY-MM-DD are click on the calendar icon and a secondary window will open allowing for easy date selection.

· [image: image532.png]End Date: [ (9



 enter the ending date for this reconciliation report in the form YYYY-MM-DD are click on the calendar icon and a secondary window will open allowing for easy date selection.

· [image: image533.png]


 when the beginning and ending date have been entered, a secondary window will open with the reconciliation report.  Print the report and then close the secondary window.

Sample Reconciliation

[image: image534.png]Rebate Bank Account - Reconciliation

Date

2008-02-24
2008-02-24
2008-02-26
2008-02-26
2008-02-26
2008-02-26
2008-02-26
2008-02-26
2008-03-02

Description
BEGINNING BALANCE

DEP FEES 07-1200750 2007-12-21

'DEP MANF SONY 07-1200750 2007-12-21

DEP FEES 07-120018H 2007-12-21

'DEP MANF Bosch 07-120018H 2007-12-21

DEP FEES 07-12003HI 2007-12-21

'DEP MANF Hitachi 07-12003HI 2007-12-21

DEP FEES 07-1200750 2007-12-21

DEP MANF Sony 07-1200750 2007-12-21

CHK 101001 07-1200750001007 FRANK E DYMOND

2008-02-14 - 2008-03-14

Amount

$15.68
$395.00
$14.91
$350.00
$6.48
$150.00
$1.96
$40.00
$-40.00

Balance
$0.00
$15.68
$410.68
$425.59
$775.59
$782.07
$932.07
$934.03
$974.03
$934.03




Bank Account – Outstanding Checks [Reconcile3 XE "Reconcile3" ]
Is selected from the Process | Bank Account | Outstanding Checks menu and a secondary window will open displaying all checks which have been written but not yet presented for payment.  Print the report and then close the secondary window.

Sample Outstanding Check report

[image: image535.png]NECO Alliance Rebates - Outstanding Checks 02-28-2008

Tracking # Name Date Check#  Manf  Amount
07-12001BH001001 Carol A Ducrow 02-28-2008 101008  Bosch $50.00
07-12001BH001002 Keith Scarlet 02-28-2008 101009 Bosch $50.00
07-12001BH001003 Angelica Megaro 02-28-2008 101010 Bosch $50.00
07-12001BH001004 Ed Cirigliano 02-28-2008 101011 Bosch $50.00
07-12001BH001005 Jai Kumar 02-28-2008 101012 Bosch $50.00
07-12001BH001006 Yaakov Zoldan 02-28-2008 101013 Bosch $50.00
07-12001BH001007 Brian Colasurdo 02-28-2008 101014 Bosch $50.00
07-12003H1001001 Kettly Moise 03-01-2008 101015 Hitachi $50.00
07-12003H1001002 Joseph Leto 03-01-2008 101016 Hitachi $50.00
07-12003H1001003 Wayne salisbury 03-01-2008 101017 Hitachi $50.00
07-1200750001007 FRANK E DYMOND 02-27-2008 101001 Sony $40.00

Tracking # Name Date Check#  Manf  Amount
07-1200750001015 JOAO FONSECA 02-27-2008 101003 Sony $50.00
07-1200750001016 TINO MOCREIA 02-27-2008 101004 Sony $40.00
07-1200750001017 ROSA MOCREIA 02-27-2008 101005 Sony $75.00
07-1200750001027 'DAVID ABRAHAMOVIC 02-27-2008 101006 Sony $50.00
07-1200750001033 CAROLYN MCLAIN 03-02-2008 101018 Sony $40.00

07-1200750002033 MICHAEL E. SERAFIN 02-27-2008 101007  Sony $60.00




Bank Reconciliation – Account Balances [Reconcile4 XE "Reconcile4" ]
[image: image536.png]NECO Al

Campaign  ~ Activity Process v Rebate v Admin ~ Documentation Logoff
Rebate Bank Sub-Account - Balances
Sub-Account Amount
Bosch $350.00
Fees 539.03
Hitachi $150.00
Sony $395.00
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Rebate General Ledger [CheckGL1 XE "CheckGL1" ]

[image: image537.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Rebate General Ledger .

| kegp m sy wiTh cHECKREGS
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Select GL account, bank account and date range for GL account status.

· [image: image538.png]BeginDate: [ [



 use calendar pop-up or enter begin date in YYYY-MM-DD format.

· [image: image539.png]End Date:| [



 use calendar pop-up or enter begin date in YYYY-MM-DD format.

· [image: image540.png]@ valley National Bank O Citizens State Bank



 select bank account.

· [image: image541.png]


 select GL account from list.

· [image: image542.png]‘Submit




 to generate GL, control will transfer to Rebate General Ledger [CheckGL2].

Rebate General Ledger [CheckGL2 XE "CheckGL2" 

 XE "CheckGL2" ]

[image: image543.png]Campaign  ~

Date
2008-03-10
2008-03-25
2008-04-10
2008-05-09
2008-06-10
2008-07-10
2008-08-08
2008-03-10
2008-10-10
2008-11-10
Date
2008-12-10
2009-01-09
2008-02-10
2009-03-10

Reports

Check#

Check#

v Process v Rebate v Admin

Rebate General Ledger

Account: Solutran - Service Charge
2008-01-01 - 2009-05-30

Description

Solutran Service Charge.

Solutran Sve Chg Xfr

Solutran Service Charge

Solutran Service Charge

Solutran Service Charge

Solutran Service Charge.

Solutran August Service Charge

Solutran September Service Charge

Solutran October Service Charge

Solutran November Service Charge
Description

Solutran - Service Charge - December 2008

January Service Charge

Service Charge - February.

Solutran Service Charge - March

~ Documentation Logoff

$1,426.19

$841.40
$1,187.13
$2,587.84
$3,509.01
$7,068.78
$5,174.12
$4,702.33
$2,837.15
$5,407.71
$3,147.01
$3,432.19
$3,392.12

Total: $44,713.02
Balence: $-43,286.83
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Sample GL listing
Chapter Pend Cycle [ChapPendCycle1 XE "ChapPendCycle1" ]

Manufacturer Pend Cycle [ManfPendCycle1 XE "ManfPendCycle1" ]
[image: image544.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Add a New Cycle Chapter Pend Cycles .

$-11.00
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Displays all Chapter pend cycles in most recent order first

Manufacturer processing is similar to Chapter processing.

· [image: image545.png]Add a New Cycle



 to add a new Chapter Pend Cycle, control will transfer to Chapter Pend Adjustment [ChapPendAdj2].
· [image: image546.png]


 to select a pend cycle for processing, control will transfer to Chapter Pend Adjustment [ChapPendAdj1].
Chapter Pend Adjustment [ChapPendAdj1 XE "ChapPendAdj1" ]

Manufacturer Pend Adjustment [ManfPendAdj1 XE "ManfPendAdj1" ]
[image: image547.png]NECO Alliance

Campaign  ~ Reports v Process v Rebate v Admin ~ Documentation Logoff
Add Transaction
Chapter Pend Adjustment Cycle - 2009-04-23
B ¥ ChapPendadjt
Create Worksheet
Action Chapter Cyele Adjust Amount
Updste | Delete ApC 2007-12 $100.00
Update | Delete Apc 2008-01 $-200.00
Update | Delete Apc 2008-02 $-400.00
Update | Delete Apc 2008-04 $-300.00
Update | Delete oMt 2007-12 $-300.00
Usdate | Delete oMt 2009-01 $-500.00
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Display all transactions in this Chapter Pend Cycle, listed in Chapter, Cycle order.

Manufacturer processing is similar to chapter processing.

· [image: image548.png]Add Transaction



 to add another transaction to this Chapter Pend Cycle.  Control will transfer to Chapter Pend Adjustment [ChapPendAdj2].  This selection will only appear if “today” is the same as the Pend Cycle date (i.e. the Pend Cycle is being created today).

· [image: image549.png]Create Worksheet



 select to create a Pend Cycle Worksheet.  Control will transfer to Chapter Pend Cycle Worksheet [ChapPendCycle2].

· [image: image550.png]Action
Update | Delete



 select Update to change this pend transaction.  Control will transfer to Chapter Pend Adjustment [ChapPendAdj2].  Select Delete to transfer to Chapter Pend Adjustment [ChapPendAdj4] to review cancel, confirm deletion of this transaction.

Chapter Pend Adjustment [ChapPendAdj2 XE "ChapPendAdj2" ]

Manufacturer Pend Adjustment [ManfPendAdj2 XE "ManfPendAdj2" ]
[image: image551.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Chapter Pend Adjustment B

Amount: [F17.00

Type: @ withdrawal O Deposit

s |
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Add a new transaction, or update an existing transaction.

Manufacturer processing is similar to chapter processing.

· [image: image552.png]


 use the pull-down menu to select chapter

· [image: image553.png]


use the pull-down menus to select year and month to apply this pend transaction adjustment to.

· [image: image554.png]


 enter the amount to apply for this transaction.  The system will identify the proper “sign” based on type (Withdrawal/Deposit) .

· [image: image555.png]Type: @ withdrawal O Deposit



 select Withdrawal to remove pend funds for the selected month for this chapter, or select Deposit to increase the pend funds. 
Chapter Pend Adjustment [ChapPendAdj4 XE "ChapPendAdj4" ]
Manufacturer Pend Adjustment [ManfPendAdj4 XE "ManfPendAdj4" ]
[image: image556.png]NECO Alliance

Campaign v Reports v Process v Rebate v Admin ~ Documentation Logoff

Chapter Pend Adjustment - Confirm Deletion .
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Display Chapter Pend transaction to allow for cancel/confirm.

Manufacturer processing is similar to chapter processing

· [image: image557.png]Cancel Deletion



 to abort deletion of this transaction record.  Control will transfer to Chapter Pend Adjustment [ChapPendAdj1].

· [image: image558.png]Confirm Deletion



 to delete this transaction record.  Control will transfer to Chapter Pend Adjustment [ChapPendAdj1].
Chapter Pend Cycle Worksheet [ChapPendCycle2 XE "ChapPendCycle2" ]

Manufacturer Pend Cycle Worksheet [ManfPendCycle2 XE "ManfPendAdj4" ]
Prepares an onscreen summary report of Pend Cycle Activity which can be printed (with page breaks) 

[image: image559.png]Chapter: ADC

Chapter: DMI

iance Rebate Chapter Pend Worksheet

Period Amount
2007-12 $-100.
2008-01 $-200.
2008-02 $-400.
2008-04 $-300.

Total: $-1,000.

NECO Alliance Rebate Chapter Pend Worksheet

Period Amount
2007-12 $-300.
2000-01 $-500.

Total: $-800.

00
00
00
00
00

00
00
00

Cycle: 2009-04-23

Cycle: 2009-04-23





Adjust Open Cycles [Adjust1 XE "Adjust1" ]
[image: image560.png]NECO Alliance

Campaign - Reports v Process v Rebate v Admin ~ Documentation Logoff
Adjustment Open Cycles £
Add Queve Cycle Date Chapter Manufacturer FOD  Amount Status

r 2009-01-19 Bosch N $775.00  Invoiced
r 2009-01-18 Frigidaire N $1,075.00  Invoiced
r 2009-01-18 General Electric N $50.00  Invoiced
r 2009-01-18 General Electric Y $175.00  Invoiced
r 20000115 ADC General Electric N $50.00  Invoiced




[image: image561.png]m

2009-01-19

2009-01-19

56 Whirlpool

56 Whirlpool Corporation
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Displays the open / invoiced adjustment cycles.

· [image: image562.png]Add Queue



 select each cycle which you wish to accept receipts for.

· [image: image563.png]


 will transfer control to Adjustment Cycle Queue – In Process [Adjust3] for the review and ability to remove cycles from processing.

Adjustment Cycle Queue – In Process [Adjust3 XE "Adjust3" ]

[image: image564.png]Campaign

AO0O00

v Reports v Process v Rebate

v Admin ~ Documentation

Adjustment Cycle Queue - In Process - Display

Cycle Date
2009-01-19

2009-01-19
2009-01-19
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2009-01-19

Chapter
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Bosch

General Electric
General Electric
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Total

Remove
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Displays the currently selected cycles for receipt.  If the total matches the correct amount, print this report for record keeping.

If additional receipts need to be added, return to Adjustment Cycle Processing [Adjust1].

· [image: image565.png]


Select cycles to be removed from the queue.

· [image: image566.png]


 will remove the cycles selected and redisplay this screen.
Rebate

[image: image567.png]NECO Alliance

campaion - repons ~ process - [[NSERRE somin - Documentation Logof
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Fraud Lookup.

eMail Queue
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Rebate processing is where rebate data entry, inquiry, post card printing, and fraud lookup, and eMail queue lookup take place.
Rebate Inquiry

[image: image568.png]NECO Alliance

Campaign  ~ Reports  ~ Process - [l Acmin ~ Documentation Logoff

Tnput ) Last Inquiry
Post Cards  »
Fraud Lookup

eMail Queue




Select New Inquiry to process a new inquiry, control will transfer to RebateInquiry1.  To re-process the same inquiry as previously completed (e.g. to display multiple rebates for the same consumer) select Last Inquiry, control will transfer to the same Rebate Inquiry screen as had been done in the original lookup.
Rebate Inquiry [RebateInquiry1 XE "RebateInquiry1" ]

Inquiry (lookup) of consumer rebates:
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Reports v Process v Rebal
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NECO Alliance

te. v Admin ~ Documentation Logoff
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· [image: image570.png]Tracking #:



 display all rebate information - Rebate Inquiry [RebateInquiry5]


· [image: image571.png]Phone Number: Enter 10 digits (no - dashes) - Use % for wildeard



 enter full phone number (no dashes, spaces, parenthesis) or use wildcard character for broader search – if only one occurrence, display all rebate information – Rebate Inquiry [RebateInquiry5] – if multiple rebates with same phone number control will transfer to Rebate Inquiry – Multiples Found [RebateInquiry3]


· [image: image572.png]Last Name: Use % (percent sign) for wildeard
First Name: Use % (percent sign) for wildcard [leave blank for 3]
Zipcode: Use % (percent sign) for wildcard



 entry may be made in upper or lower case, to search using a wildcard use the percent sign “%”, first name can be used to restrict search; a list of found entries is displayed on Rebate Inquiry – Name/Zipcode Lookup [RebateInput4]


· [image: image573.png]serial#: [



 enter serial number, if only one occurrence, display all rebate information - Rebate Inquiry [RebateInquiry5] – if multiple rebates with same serial number transfer to Rebate Inquiry – Multiples Found [RebateInquiry11]

· [image: image574.png]Check.




 enter check number, control will transfer to Rebate Inquiry [RebateInquiry5]


· [image: image575.png]


 enter the email address for a consumer rebate, if multiples control will transfer to Rebate Inquiry – eMail Lookup [RebateInquiry10]

· [image: image576.png]


 to begin the lookup
Rebate Inquiry – Phone Number – Multiples [RebateInquiry3 XE "RebateInquiry3" ]

[image: image577.png]Campaign v Reports v Process v Rebate v Admin

Tracking #
08-08131FR146002
08-08132FR242006
08-0703885028023
08-08126WP111016
08-10153GE084027
08-03051GE015007
08-03066WP054005

5088KA035017
08-06085FR051023
08-06085FR051022
08-03066WP048015
08-06031/r006006
08-03066WP024002
08-03055WP068025

08-03055WP044005

Name Status
ABRAMOWITZ, BETH PEND
ABRAMOWITZ, BETH PEND
ABRAMOWITZ, BETH PEND
ATTAR, MELISSA VALID.
AUSLANDER, DIANE VALID.
BARILE, JULIE A VALID.
BATKIN, SANFORD VALID.
BELTZER, ALISON VALID.
BHANSALL, SHEKHAR REIECT
BHANSALL, SHEKHAR VALID.
BRAUN, VIVIENNE VALID.
BRESCIA, MIKE VALID.
BRIDGMAN, DONNA VALID.
BRIDGMAN, DONNA VALID.
CHURCH OF ST PIUS X, VALID.
>

Records 1 to 15 of 82

Award
$100.00
$50.00
$100.00
$100.00
$50.00
$50.00
$30.00
$100.00
$0.00
$50.00
$50.00
$300.00
$50.00
$50.00
$100.00
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Rebate Inquiry - Phone Number [91472%]- Multiples Found

Purchase Date
2008-08-12
2008-08-12
2008-07-14
2008-08-30
2008-10-31
2008-03-08
2008-04-17
2008-06-28
2008-06-21
2008-06-21
2008-04-12
2008-06-05
2008-04-07
2008-04-07
2008-03-24

Rebatelnguiry3

Batch Date
2008-10-06
2008-10-06
2008-07-30
2008-09-17
2008-11-06
2008-03-17
2008-04-22
2008-07-03
2008-06-28
2008-06-28
2008-04-21
2008-06-13
2008-04-10
2008-04-10
2008-04-01




· [image: image578.png]Tracking #
08-08131FR146002



select a tracking number to display full rebate information, control will transfer to Rebate Inquiry [RebateInquiry5]
Rebate Inquiry – Name/Zipcode Lookup [RebateInquiry4 XE "RebateInquiry4" ]
A list of rebates meeting the search criteria is displayed in alphabetic sequence.

[image: image579.png]Campaign  ~ Reports

Tracking #
08-04068GE010005
08-03055WP070001
08-03051GE104001
08-03055WP072026

v Process v Rebate v Admin

Documentation

Rebate Inquiry - Name/Zipcode Lookup

Name Status
THOMAS, ALFRED VALID.
THOMAS, ALFRED VALID.
THOMAS, ALFRED VALID.
THOMAS, ALFRED 1 REJECT

Records 1to 4 of 4

Award
$50.00
$50.00
$50.00
$0.00
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04-03-2008
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04-03-2008
04-03-2008

NECO
Logoff.

Rebatelnguiry4

Batch Date
2008-04-10
2008-04-11
2008-04-11
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· [image: image580.png]Tracking #
08-04068GE010005



 select the tracking number for the entry to be displayed.  If Valid rebate display on Rebate Inquiry [RebateInquiry5], in Pend or Reject display for update on Rebate Input [RebateInput5]
Rebate Inquiry – eMail Lookup [RebateInquiry10 XE "RebateInquiry10" ]

[image: image581.png]Campaign  ~ Reports

Tracking #
07-12006FS001002

~ Process ~ Rebate ~  Admin ~ Documentation
Rebate Inquiry - eMail Lookup - susewicks@aol.com
Name Status Award Purchase Date
Wicks, Suse VALID $50.00 12-05-2007

Records 1to 1 of 1
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Logoff.
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Batch Date
2007-12-17




All rebates with the email inquired on are displayed.

[image: image582.png]Tracking #
07-12006FS001002



 select the tracking to display full rebate information and transfer control to Rebate Inquiry [RebateInquiry5]


Rebate Inquiry – Multiple Rebates Serial Number [RebateInquiry11 XE "RebateInquiry11" ]

[image: image583.png]Campaign v Reports v Process v

Rebate Inquiry - Serial Number [6318015]- Multiples Found

Tracking #
08-03065MA030010
08-03066WP106016
08-03066WP123019

30661/P136001
08-03054MA172006
08-03066WP155014
08-06083MA007004
08-03065MA072015
08-03066WP207008
08-03066wp211016
08-03066WP226004
08-03066wp230023
08-06083MA033001
08-03066WP245005

3065MA113003

Name
KIMMEL, FRANK
LASCALA, GLORIA
GEAGAN, KAREN
DICKINSON, NICOLE
KOSCIOLEK, RAMONA R
HANDY, TERESA
MARCHESE, MARILYHN
‘SULLIVAN, MICHAEL
BLIGER, CAROLYN
RANDELL, ROBERT
VALENDO R, JOSEPH F.
MARTINEZ, LAWRENCE
BLAIR, JOHN

MITCHELL, DAVID
OBRIEN, DORIS J
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Rebate v Admin

Status
VALID.
PEND
PEND
PEND
VALID.
PEND
VALID.
PEND
VALID.
VALID.
VALID.
VALID.
VALID.
VALID.
VALID.

>
Records 1 to 15 of 42

Award
$30.00
$20.00
$30.00
$30.00
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$50.00
$30.00
$30.00
$50.00
$30.00
$30.00
$50.00
$30.00
$30.00

NECO Alliance

Documentation Logoff

Purchase Date
2008-04-22
2008-05-05
2008-05-08
2008-05-08
2008-05-12
2008-05-11
2008-06-07
2008-05-18
2008-05-31
2008-05-25
2008-06-08
2008-06-04
2008-06-08
2008-06-04
2008-06-23

Rebatelnguiry11

Batch Date
2008-04-28
2008-05-12
2008-05-16
2008-05-22
2008-05-25
2008-05-30
2008-06-12
2008-06-11
2008-06-16
2008-06-18
2008-06-21
2008-06-23
2008-06-26
2008-06-30
2008-07-26




· [image: image584.png]Tracking #
08-03065MA030010



 select tracking number, display of all rebate information, control will transfer to Rebate Inquiry [RebateInquiry5]

Rebate Input
[image: image585.png]Campaign

Activity
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Inquiry

Scroll Batches

post Cards » Enter Batch #

Fraud Lookup
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· Scroll Batches will display all Active or Open batches for user selection, control will transfer to Rebate Input – Select Batch [RebateInput2]

· Enter Batch # allows the user to enter a specific batch number, control will transfer to Rebate Input – Enter Batch # [RebateInput2a]
Rebate Input – Select Batch [RebateInput2 XE "RebateInput2" ]

[image: image586.png]Campaign v Activity

Batch ID
06-54764001
06-54782001
06-58222001
07-64656001
07-68125001
07-69841002
07-68841003
07-69841004
07-68841005
07-71120001
07-80138001

Date
2007-08-31
2007-08-27
2007-09-08
2007-08-25
2007-08-16
2007-08-04
2007-08-04
2007-08-04
2007-08-08
2007-08-14
2007-09-16

Process v Rebate v Admin ~ Logoff

Rebate Input - Select Batch

Status
ACTIVE
ACTIVE
opEN
AcTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
opEN

Campaign Name
Bosch Package Remodeling Sale Rebates!

Whirlpool Laundry Remodeling Rebates!

'SONY SELECT HOLIDAY SALE REBATES!

Frigidaire Bonus Installation Rebates

Frigidaire Remodeling Free Dishwasher Rebate!
‘General Electric The Big Event Refrigerator Rebates!
‘General Electric The Big Event Refrigerator Rebates!
‘General Electric The Big Event Refrigerator Rebates!
‘General Electric The Big Event Refrigerator Rebates!
Kitchenaid BONUS PACKAGE Rebates!

Bosch Bonus Package Rebates!

Records 1to 11 of 11
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Rebate Input is done within a “Batch” of a campaign.  The Batch was created in Batch Create [BatchCreate1].  Typically there were be several (many) rebates to process for a batch.  The batch will have a cover sheet and be grouped with all consumer documentation for the rebates in the batch.  The first step in data entry is to select which batch the rebates that will be entered are part of.

On this screen, all Open (batch created but no input has yet to be made) and Active (batches which have input) are displayed.

If there are more than 15 batches than VCR like control will be present for scrolling.

· [image: image587.png]Batch ID
4764001




 select the batch to be worked on, Rebate Input [RebateInput5] will be displayed.

Rebate Input – Enter Batch # [RebateInput2a XE "RebateInput2a" ]
[image: image588.png]NECO Alliance
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· [image: image589.png]Batch ID:



enter the batch number for rebate input.

· [image: image590.png]


will validate the batch number and that the batch is available for input (not closed), if either an invalid batch number was entered or the batch is closed an error message will display.  Transfer will be made to Rebate Input [RebateInput5].
Rebate Input [RebateInput5 XE "RebateInput5" ]

[image: image591.png]Campaign v Activity

Batch: 07-69841002

oeater [
Surchase bate: [0
Satesperson [
Frstvome: [

Process v Rebate

Rebate Input

Items: 10

|
Lot Nere: [

Address Line 1: |
Zipcode: [
Phone Number: [

ine 2:

email:[

v Admin

NECO Alliance
v Logoff

Rebatelnputs.

Entered: 10

Invoice Number:

opt Out: [~

Reasons Remarks

Category / Model Serial Number  Purchase Price
[Select v [
[Select v T I
[Select v T I
[Select v T I
[Select v T I
[Select v T I

& Persons! Systems Technology LLC - 2007




This is the main data entry screen.  In addition, rebate inquiry updates are also done from this same data entry screen.

[image: image592.png]Dealer: [



 is pre-printed, internal system number, which is on the rebate form.  The system will identify the dealer, which must be verified as the same name appearing on the rebate form.  If the dealer name on the rebate form is not the same as the rebate system displays, or if the rebate system reports that this is a non-existent dealer number or that this dealer is not valid for this campaign – this rebate should be rejected.

The consumer submitted email address is checked for valid format (i.e. must have an @ sign, must have characters before and after the @ sign, etc).

Most of the information to be inputted will be on the consumer completed rebate form with additional information (i.e. purchase price) on the sales invoice.  The Rebate System will calculate all rebates and validate all fields, providing “review” suggestions for fields or conditions which may arise.  The operator will designate a rebate as “Valid” – sufficient information exists to pay the consumer the rebate calculated, “Pend” – some information is needed to fully qualify the rebate (i.e. serial number was not included with the documentation, or “Reject” – the purchase was not made within the qualifying dates of the campaign.

The operator will enter all information available into Rebate Input [RebateInput5] and click the Submit button.  The system will perform all necessary processing, items to be “reviewed” will appear in red near the top of the screen and in the lower right hand section a radio button list for Valid, Pend, Reject will appear.  A rebate may only be designated as Valid by a data operator if all “required fields” are present.  A Supervisor/Administrator during the review process may override the system and deem a rebate to Valid even if the system has identified items for review.  System updates are only written to the database when a Valid, Pend, or Reject radio button is selected and the Submit button is entered.
NOTE: When a selection for Valid, Pend, or Reject radio buttons is made, no other data in the Rebate Input should be changed.  Changed data will not be recorded by the system!!!
The “required fields” are:

· Dealer

· Purchase Date

· Postmark Date [Note: if the rebate has been received prior to the Postmark Date, the system will automatically assign the Postmark date to 2 days before the Batch Date.  This can be changed by the user if necessary]
· Last Name

· Line 1 Address

· Zipcode

· When a model is present:

· Serial # (if a serial mask is required)

· Purchase Price [if required will allow for entry]
· If “Invalid” or “No Model” is selected, the system will flag as “required”.

The data entry screen is purposely constructed to aid in the quick entry of rebate information.  All information to be entered is in the same order as the rebate form.  Dealer information will be entered as a dealer chapter and dealer number and the system will perform a lookup.  City and State information from the rebate form does not need to be entered, the system will fill in the proper city and state based on the zipcode entered.  [image: image593.png]Zipcode: [




Dates can be entered as YYYY-MM-DD or a secondary window containing a calendar may be used by selecting the “calendar” icon after each date field.

[image: image594.png]Purchase Date: i) Postmark: i)




[image: image595.png]Create Custom Message



 will be present for Administrator access on an existing rebate (not a new one being created) to all for the creation of a customized message to be delivered by postcard, or if an email address is present by email.  Control will transfer to Create Custom Message [RebateInput10].

[image: image596.png]Send Postcard



 will be present for Administrator access on an existing rebate (not a new one being created) to allow for the immediate queuing of a postcard to be sent.

[image: image597.png]Send Email



 will be present for Administrator access on an existing (not a new rebate) to all for the immediate queuing of an email.  The email message will is determined by the current Rebate Status (Valid, Pend, Reject).

[image: image598.png]Reasons



 should be selected to identify “Reasons” why this rebate is not “Valid”.  Any rebate that is not Valid should have Reasons (or Mandatory Reasons) identified.  Selecting Reasons will cause a secondary window to open for Reasons Processing.  If Reasons have been previously identified for this rebate a “Y” will appear after Reasons.   

Select all reasons appropriate for this rebate by highlighting (if multiple selection are required hold the “control” key while making selections.  Select [image: image599.png]


 in the secondary window when all selections have been made.

Note:  if Reasons are being changed in an existing rebate, select the new reason codes and press submit REMEMBER that the changes are not recorded to the database until a rebate Valid, Pend, Reject status is selected and submit is selected on RebateInput5.


Reason Codes
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[image: image601.png]Remarks



 Are for NECO Headquarters information about this consumer/rebate.  Most likely remarks will be used to record telephone conversations or other communication with the consumer.  To add a remark, select “Remarks” a secondary window will open and up to 4 lines of 75 characters each of remarks may be recorded.  Once the Remark has been entered, select [image: image602.png]


 to record the remark and close the secondary window.  When Remarks are present a “Y” will appear to the right of “Remarks” on the Rebate Input [RebateInput5] screen.

[image: image603.png]Remarks - Windows Internet Explorer





Category/Model information will be displayed in selection lists in the same order as the Rebate Form.  
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Serial Numbers will be validated against the serial number masks that were created for each model during the campaign design process.




[image: image605.png]Serial Number




The purchase price (from the consumer sales invoice) will be validated (if specified during the campaign design.  The purchase price may be entered left justified.  No dollar sign is required, if whole dollars, no decimal and cents are required.  For example one hundred dollars may be entered as 100



[image: image606.png]Purchase Price




Once a rebate has been entered and the Submit button has been selected (or when a previously entered rebate is either reviewed in Batch Review or there is a Rebate Inquiry) a radio button selection will be present next the Purchase Price.  The operator should select the proper Valid, Pend, Reject for this the rebate.  In addition, if the rebate currently had been identified a state, that will appear in red italic below the radio button selection.   To “clear” the state and allow for rebate recalculation, select clear.
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When all input is completed press [image: image608.png]


.

If Rebate Input [RebateInput5] was entered from Batch Review [BatchReview3], then [image: image609.png]Retum to Batch Review



 will appear in the upper left hand section of Rebate Input [RebateInput5], select to return to the Batch Review [BatchReview3].

Create Custom Message [RebateInput10 XE "RebateInput10" ]
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· [image: image611.png]® Postcard O email



will be present if an email address exists for this rebate.  Select either Postcard or email for how you would like to have your message delivered to the consumer.  If Postcard/email is not present, there is no email address for the consumer and the message will be sent via postcard.
· Create your [image: image612.png]


 in the area provided – there is available space for 16 lines of 50 characters each.  Remember that your message will be proceeded with a paragraph stating “Thank you for participating in the XXXXXX campaign”, and that your message will begin in a new paragraph.  Also, if you are sending an email, a subject line will be created: Rebate Information – NECO Alliance.

· [image: image613.png]‘Submit




when you have completed entering your message.

Post Card Processing
The system allows for the review (and removal) of items on the Post Card Queue, the printing of Post Cards, and the clearing of the Post Card Queue after successful printing.

If it is necessary to add additional entries to the queue a supervisor/administrator can do a Rebate Inquiry [RebateInquiry1] of a rebate and request a Post Card to be printed.
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Print Post Cards [PostCardCreate1 XE "PostCardCreate1" ]

A PDF file is created of images to be printed on postcards.
Sample PDF

[image: image615.png]






Make sure that postcard stock is in the printer and print the PDF document by selecting the printer icon (or File | Print from the browser window).  When printing is completed use the browser “back” button to return to processing in the Rebate System.
Post Card Queue – Review [PostCardCreate2 XE "PostCardCreate2" ] 
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A list of the entries in the Post Card Queue is displayed, including whether the postcard is 
· [image: image617.png]


select the checkbox(es) of the queue entry(ies) you would like to remove.
· [image: image618.png]


 select Submit and the system will delete the post card queue entries which were identified, and control will return to this screen [PostcardCreate2] for further processing.
Post Card – Clear Queue 
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Select this menu entry to clear the Post Card queue after successfully printing post cards.
Fraud Lookup [FraudLookup1 XE "FraudLookup1" ]
Fraud Lookup is intended to be used when the Rebate System flags a consumer rebate as “Possible Fraud” to identify previous rebates for this same serial number.
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· [image: image621.png]Enter Serial #:



with the Possible Fraud serial number.
· [image: image622.png]


 Select Lookup and control will transfer to Fraud Lookup [FraudLookup2].
· [image: image623.png]Return to Batch Review



 If Fraud Lookup was entered while in Batch Review, the Return to Batch Review button will be present, selecting it will return the user to Batch Review [BatchReview3].
Fraud Lookup [FraudLookup2 XE "FraudLookup2" ]
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A list of any rebates with this same serial number will be displayed.

· [image: image625.png]Tracking Number
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 Click on the tracking number to transfer for further rebate review
[image: image626.png]Return to Batch Review



 If Fraud Lookup was entered while in Batch Review, the Return to Batch Review button will be present, selecting it will return the user to Batch Review [BatchReview3].
eMail Queue Consumer Review [eMailQueue1 XE "emailQueue1" ]
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The rebate system collects emails and transmits them hourly on the half hour.  eMailQueue1 displays the current contents of the queue and allows for the deletion of a consumer email prior to it being sent.

[image: image628.png]


 checkbox if email entry is to be removed.

[image: image629.png]


 to process, control will return to eMail Queue Consumer Review [eMailQueue1]


Administrator Processing
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Most Administrator Processing is limited to Rebate System administrator access.  The Administrator functions are intended for information and maintenance of the Rebate System.

Queue Status [Queue1 XE "Queue1" ]
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Informational display for the Supervisor and Administrators of the 

1. number of eMails in to be sent

2. number of Postcards to be printed

3. number of Open, Active, Ready to be Closed Batches in Rebate entry

4. number of Rebates entered and the Backlog of Rebates to be entered in Open and Active batches.

5. number of campaigns which have been designated as turning “Active” which require batch emails to be sent

6. the number of Groups in the Check Queue for check creation

User Password / Maintenance [Users1 XE "Users1" ]
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User Password / Maintenance is only for Administrator use.  Users can be added and removed from the Rebate System and passwords can be assigned.

· [image: image633.png]Add New User



 to add a new user record and transfer to
· [image: image634.png]Action

Update |
Delete.



to work with the select User

· Update will transfer to Users Password / Maintenance [Users2]

· Delete will transfer to

Users Password / Maintenance [Users2 XE "Users2" ]
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· [image: image636.png]Last Nam:
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 enter as appropriate

· [image: image637.png]User Name:

[HowieHunger




is the id the user will use to login to the Rebate System [Note: the User Name is case sensitive]

· [image: image638.png]Password [baloon



is the password the user will use to login to the Rebate System [Note: the Password is case sensitive]

· [image: image639.png]


 Select the User Type from the pull down selection list

· [image: image640.png]


 if the User is a Chapter Administrator, then use the pull down selection list to identify which chapter the user associated with

· [image: image641.png]


 if this User is a Vendor, select the vendor affiliation from the selection list
· [image: image642.png]‘Submit




 to process the updates, transfer to User Password / Maintenance [Users1]

User Password / Maintenance Delete [Users4 XE "Users4" ][
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Displays the current User selection

· [image: image644.png]Abort Delete




 to not delete the user and return to User / Password Maintenance [Users1]

· [image: image645.png]Confirm Delete



 delete the user and return to User / Password Maintenance [Users1]

System Statistics [SystemStat1 XE "SystemStat1" ]
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The current day and prior six days system statistics are displayed.

Chapter Email Addresses [ChapterEmailList1]
Chapter email provides an Administrator function to monitor, add, update and delete chapter email addresses
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Displays all chapters and chapter email(s) within the selected chapter in alphabetic sequence.

· [image: image648.png]Action
Add New



 on a chapter name entry will allow you to add a new email address for this chapter.  Control will transfer to Chapter Email Maintenance [ChapterEmail3].
· [image: image649.png]Action
Update | Delete



on an email entry will allow you to Update or Delete this email entry.
· Update will transfer to Chapter Email Maintenance [ChapterEmail3]
· Delete will transfer to Chapter Email Maintenance [ChapterEmail4]
Chapter Email Maintenance Add/Update [ChapterEmail3 XE "ChapterEmail3" ]
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· [image: image651.png]email: [yanai@adc.coop



enter (add/update) an email address
· [image: image652.png]


 to record updates and transfer control to Dealer Email Mail Addresses [DealerEmailList1]
Chapter Email Maintenance Delete [ChapterEmail4 XE "ChapterEmail4" 
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· [image: image654.png]Cancel Delete



 to cancel to delete of the Email address and transfer control to Chapter Email Addresses [ChapterEmailList1]
· [image: image655.png]Confirm Delete.



 to delete the Email address and transfer control to Chapter Email Addresses [ChapterEmailList1]
Member Email
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Member email provides an Administrator function to monitor, add, update and delete chapter member email addresses

Selecting a chapter within Admin | Member Email will transfer to Dealer Email Addresses – Chapter [DealerEmailList1].

Member Email Addresses – Chapter [DealerEmailList1 XE "DealerEmailList1" ]
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Displays all members and the members email(s) within the selected chapter in alphabetic sequence.

· [image: image658.png]Action
Add New



 on a members entry will allow you to add a new email address for this member.  Control will transfer to Dealer Email Maintenance [DealerEmail3].
· [image: image659.png]Action
Update | Delete



on an email entry will allow you to Update or Delete this email entry.
· Update will transfer to Dealer Email Maintenance [DealerEmail3]
· Delete will transfer to Dealer Email Maintenance [DealerEmail4]
Member Email Maintenance Add/Update [DealerEmail3 XE "DealerEmail3" ]
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· [image: image661.png]email: [im@gabowitz.com



enter (add/update) an email address
· [image: image662.png]


 to record updates and transfer control to Dealer Email Mail Addresses [DealerEmailList1]
Member Email Maintenance Delete [DealerEmail4 XE "DealerEmail4" ]
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· [image: image664.png]Cancel Delete



 to cancel to delete of the Email address and transfer control to Dealer Email Addresses [DealerEmailList1]
· [image: image665.png]Confirm Delete.



 to delete the Email address and transfer control to Dealer Email Addresses [DealerEmailList1]
Member Bounce Back Email Lookup [BounceBack1 XE "BounceBack1" ]
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Provides a lookup for Member Name and Chaper for email bouncebacks.

· [image: image667.png]Enter "bounceback” email address:



 enter email address

· [image: image668.png]


 to lookup email address, control will transfer to Member Bounce Back Lookup [BounceBack2].

Member Bounce Back Lookup [BounceBack2 XE "BounceBack2" ]
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Member / Chapter information will be displayed, or “Not Found”
Manufacturer Email [ManufacEmailList1 XE "ManufacEmailList1" ]
Member email provides an Administrator function to monitor, add, update and delete chapter member email addresses
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· [image: image671.png]Action
Add New



 on a manufacturers entry will allow you to add a new email address for this manufacturer.  Control will transfer to Manufacturer Email Maintenance [ManufacEmail3].
· [image: image672.png]Action
Update | Delete



on an email entry will allow you to Update or Delete this email entry.
· Update will transfer to Manufacturer Email Maintenance [ManufacEmail3]
· Delete will transfer to Manufacturer Email Maintenance [ManufacEmail4]
Manufacturer Email Maintenance Add/Update [ManufacEmail3 XE "ManufacEmail3" ]
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· [image: image674.png]email: [gold0@goldstar.com



enter (add/update) an email address
· [image: image675.png]


 to record updates and transfer control to Manufacturer Email Mail Addresses [ManufacEmailList1]
Manufacturer Email Maintenance Delete [ManufacEmail4 XE "ManufacEmail4" ]
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· [image: image677.png]Cancel Delete



 to cancel to delete of the Email address and transfer control to Manufacturer Email Addresses [ManufacEmailList1]
· [image: image678.png]Confirm Delete.



 to delete the Email address and transfer control to Manufacturer Email Addresses [ManufacEmailList1]
Member Directory
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Select Member Directory by name and control will transfer to MemberDirec1, Member Directory by Retail Deck ID and control will transfer to MemberDirec2, and Member Directory By ID and control will transfer to MemberDirec3.
Member Directory by Name [MemberDirec1 XE "MemberDirec1" ]
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Provides an alphabetic list of all chapter members with chapter designation,  Member ID, and the internal system ID.  To add/update information for member logo printing on a rebate form, select the member name and control will transfer to Member Logo [MemberLogo1].
Member Directory By Retail Deck ID [MemberDirec2 XE "MemberDirec2" ]
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Provides an list of all chapter members by Retail Deck ID with chapter designation,  Member Name, and the internal system ID.  To add/update information for member logo printing on the Rebate Form, select the member name and control will transfer to Member Logo [MemberLogo1].
Member Directory by ID [MemberDirec3 XE "MemberDirec3" ]
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Provides an list of all chapter members by Member ID with chapter designation,  Member Name, and the internal system ID.  To add/update information for member logo printing on the Rebate Form, select the member name and control will transfer to Member Logo [MemberLogo1].
Member Directory by Rebate ID [MemberDirec4 XE "MemberDirec4" ]

[image: image683.png]NECO Al

Campaign ¥ Reports ~ Process ~ Rebate ~  Admin ~ Documentation Logoff
Member Directory P —

SYElem Chapter Member ID Rebate Member Name Notify. Logo File

2999 NO DEALER ID ENTERED

998 INVALID DEALER CODE

366 DMI AL00500 21094 1 STOP CAMERA & COMPUTERS 15toplogo.ipg

389 DMI  Al06E50 21100 STH AVENUE ELECT & AP

237 TBG 1002 21119 AGD APPLIANCE CENTER

ABR APPLIANCE DBA KEITHS o

343 NWC  KBURZYCKI 21125 ASRAPELIA KeithsLogo.ipg

11 ADC  100A1 21137 A-L APPLIANCE SALES & SERVICE

247 TBG 1400 21146 A SIMON & SONS. INC.

407 DMI  A113400 21155 AlmADISON AlMadisonLogo.jpg

329 NWC DDOUCET 21164 AAA APPLIANCES v

227 ac AscoscounT 21173 ABC DISCOUNT aPRLIANCES &

106 ADC 6348 21182 ABC SALES & SERVICE




Provides an list of all chapter members by Rebate ID with chapter designation,  Member Name, and the internal system ID.  To add/update information for member logo printing on the Rebate Form, select the member name and control will transfer to Member Logo [MemberLogo1].

Member Logo [MemberLogo1 XE "MemberLogo1" ]
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Enter/Update information for the printing of member logos on the rebate form.  The member logo must be in jpeg format and stored in the Images library.
· [image: image685.png]Logo Filename [.jpg]: [DracutLogojpg.



 the file name for the member logo.


· [image: image686.png]X Offset: [0.70



 the horizontal print position offset for the left side of the member logo.


· [image: image687.png]v offset: [000



 the vertical print position offset for the top of the member logo.


· [image: image688.png]Width: [1.65



 the print width of the logo, if 0.00 is entered the width is properly scaled based on the height selected, or will print at the default size if bothe the width and the height are 0.00


· [image: image689.png]Height: [0.00



 the print height of the logo, if 0.00 is entered the height is properly scaled based on the width selected, or will print at the default size if both the width and the height are 0.00.


· [image: image690.png]


 the information will be updated and control will transfer to the main Menu [Menu].
Data Entry Statistics XE "OpStats1"  
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Data Entry statistics are collected for Rebate Data Entry activity.  For each Rebate which is completed in the system the operator statistic for that user and date is incremented.  Data Entry Statistics can be viewed by date, or by user.  And, previous Data Entry Statistics can be removed from the system.

In addition, Data Entry can be view hourly by Data Entry clerk by day.  A report is also available to show the first log-on time for a day for a Data Entry clerk.

Data Entry – Productivity [DataEntry1 XE "DataEntry1" ]
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· [image: image693.png]


 enter the date for the Data Entry clerk productivity report

· [image: image694.png]


when the date has been selected.  Control will transfer to DataEntry2 and show the productivity report.

Data Entry – Productivity [DataEntry2 XE "DataEntry2" ]
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The report shows each Data Entry clerk with productivity by hour (e.g. 10AM indicates all input for the hour beginning at 10AM) along with the daily total for the individuals and the hourly total for the organization.

Login Time [Login1 XE "Login1" ]
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· [image: image697.png]


 enter the date for which the Login report is requested.
· [image: image698.png]


 to generate the Login report and control will transfer to Login2.

Login Report [Login2 XE "Login2" ]
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The Login report lists each Data Entry clerk along with the first login time for the day.  The login time is shown as a 24 hour clock.

Operator Statistics – By Date [OpStats1 XE "OpStats1" ]
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Display Operator Statistics by date, most recent date first.  If there are more than 15 entries, than VCR-like controls are available for scrolling through the information.

Operator Statistics – By User [OpStats2 XE "OpStats2" ]
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Display Operator Statistics by user, with the most recent date first.  If there are more than 15 entries, than VCR-like controls are available for scrolling through the information.

Operator Statistics – Clear Dates [OpStats3 XE "OpStats3" ]

[image: image702.png]Campaign

Activity Process v Rebate v Admin ~ Logoff

Operator Statistics - Clear Dates.

20071115 ¥

2007-11

Clear this date and prior

© Personal Systems Tec 2007-08:28 P07

2007-08-16
2007-08-14
2007-08-08
2007-08-08
2007-08-07
2007-08-06
2007-08-04
2007-08-01
2007-07-30
2007-07-27
2007-07-26
[2007-07-2¢

NECO Al





· [image: image703.png]Clear this date and prior:



 Select the date from the pull-down menu to delete this date and all prior dates.  Control will transfer to Operator Statistics by Date [OpStats1]
· [image: image704.png]


 Will delete the dates selected and control will transfer to Operator Statistics by Date [OpStats1]
Batch Review – Productivity [BatchReviewEntry1 XE "BatchReviewEntry1" ]
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  select from the calendar picker the date to process.

[image: image707.png]


 control will transfer to Batch Review Productivity Report [Batch ReviewEntry2]


Batch Review Productivity Report [BatchReviewEntry2 XE "BatchReviewEntry2" ]
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Reasons – Maintenance [Reasons1 XE "Reasons1" ]
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Provides the ability to add or update Reasons for rebates to be Pended or Rejected.  NOTE: when a Reason is updated, all existing rebates using that Reason will now be changed to the new description.

· [image: image710.png]


 will transfer to the Reasons – Maintenance [Reasons2] screen to allow for the entry of a new Reason Description.

· [image: image711.png]Update.



 for a selected Reason will transfer to Reasons – Maintenance [Reasons2] with the currently selected Reason available for update.

Reasons – Maintenance [Reasons2 XE "Reasons2" ]
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Allows for the updating of Reason Descriptions.

· [image: image713.png]Reasons Description: [ALTERED INVOICE



enter a new or updated Reason Description (new if the user has selected Add a New Reason from Reasons1, else update an existing Reason Description).

· [image: image714.png]


when the Reason Description is changed/added.  Control will transfer to Reasons – Maintenance [Reasons1].
Zipcode Maintenance [Zipcode1 XE "Zipcode1" ]
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Zipcode Maintenace allows for the adding and updating of Zipcodes.

· [image: image716.png]Zipcode [



 enter a new or existing zipcode

· [image: image717.png]


to continue processing, transfer will be made to Zipcode Maintenance [Zipcode3].

Zipcode Maintenace [Zipcode3 XE "Zipcode3" ]
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If an existing zipcode has been entered in Zipcode Maintenance [Zipcode1] the City and State fields will have the current values, if the zipcode does not currently exist, City and State will be blank.

· [image: image719.png]City: [SCARSDALE



enter or update the City.

· [image: image720.png]


 enter of update the State

· [image: image721.png]


 will cause the added or updated zipcode information to be recorded and control will transfer to Menu.

Note: prior to adding or updating zipcode information, first verify the zipcode and city, state information by Googling to validate.  Also, any zipcode information which is changed will effect all previous rebates with this zipcode.
Script Maintenance [Scripts1 XE "Scripts1" ]
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Scripts control which rebate system users (Administrators, Data Entry, NECO Merchandiser, Chapters, Members, Vendors) can access which functions of the rebate system.  Script Maintenance must be used most carefully or significant system problems may occur.

Scripts are listed in alphabetical sequence.

[image: image723.png]Script
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 select a script to modify processing characteristics.  Control will transfer to Script Update [Scripts2].


Script Update [Scripts2 XE "Scripts2" ]
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· [image: image725.png]Script Name: [AddrVaidate1 php.



 selected script name is displayed, modify as needed.


· [image: image726.png]Script Description: [Address Vaidation



 description of script, modify as needed


· [image: image727.png]Script Authorization: | Administrator
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 select the “lowest” authorized user of this script.  Users are displayed is priority sequence (low to high) – for example if Data Assistant is chosen than all other system users are allowed access to this script.  If Administrator is chosen than ONLY Administrators can utilize this script.


Control
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Updating of internal system values.
NECO eMail Maintenance [Control2 XE "Control2" ]
eMail Maintenance is an Administrator only script.

Updates may be made to the email address to be shown on Rebate System emails, what email address should be used for Bounce Backs and the number of emails to be sent during one execution of the email send program [eMail3]
[image: image729.png]Campaign v Activity Process v Rebate v Admin ~ Logoff
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· [image: image730.png]Sending eMail Address: [rebates@necoaliance com



 the email address for Rebate System mail sent
· [image: image731.png]Bounce Back Address: [bounceback@necoaliance.com



  the email address for Bounce Backs, this address should be periodically checked to determine what emails were not successfully sent
· [image: image732.png]Message Throttle: [3



 the number of emails to be sent each time the send email script executes, in a production system if the email program is set to execute four times per hour, the Message Throttle value will likely about 40.
· [image: image733.png]Update



 eMail values return to Menu
NECO Mail Address – Maintenance [Control1 XE "Control1" ]
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Update as appropriate.  The Mail Address is used on all consumer communications
· [image: image736.png]Update



 address and return to Menu
Address Validation [AddrValidate1 XE "AddrValidate1" ]
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Address Validation controls whether the rebate system should contact Service Objects (a web-based service to validate addresses).

· [image: image738.png]Address Validation: @ ves O No



status of address validation


· [image: image739.png]


 change to status as indicated

Documentation [Document1 XE "Document1" ]
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Displays history of user documentation and allows user to download full history.

· [image: image741.png]Download Current Documentation



 select to download full Microsoft Word document.
Logoff
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Logoff will log the user off the system and allow for another (or the same user) to logon.
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