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Instructions:   New KitchenCare Claim Processing System 

Claim Creation & Submittal 
Date: 11/18/2020 

Notes 1. The KitchenCare CPS is compatible with Google Chrome and Microsoft Edge 
2. Any field with an asterisk (*) is required to be populated 
3. Claim Type Definitions 

• Campaign/Re-work: Rework, Retrofit or Upgrades claims. 

• Extended Warranty: Warranty claim for a product that has warranty 
coverage beyond the standard warranty period. 

• Field Test:  Field test worked performed as directed by the 
manufacturing facility. 

• Installation: Equipment installation claims. 

• Preventive Maintenance: Preventive maintenance & performance check 
work. 

• Replacement Part:  Replacement parts warranty only. 

• Special Services: Site surveys. 

• Standard Warranty: Labor and/or parts for a product in warranty. 

• Start Up: Equipment startup. 

• Goodwill: Concessions 

• Other: Concessions and claims that do not fit any other category. 
2. Claim Status Definitions: 

• Draft – Claim has been created and saved. 

• Submitted– Claim has been submitted to processing center. 

• Received – Claim has been received by claim processing center. 

• Approved – Claim has been reviewed and approved for payment.  

• Approved-Adjusted – Claim has been reviewed, approved for payment 
with adjustments made to the claim. 

• Approved By Hub – (not currently used in the United States) 

• Approved Adjusted by Hub – (not currently used in the United States) 

• Awaiting Parts Return - Claim payment is being held until required parts 
are returned to the manufacturing facility. 

• Awaiting Invoice – Invoice is needed from claim submitter. 

• Invoice Attached – Status after claim in “Awaiting Invoice” is 
resubmitted by claim submitter. 

• Pending for Information – External - Claim is being held pending further 
information from claim submitter (claim is opened for submitter to make 
changes and resubmit). 

• Pending for Information – Internal – Claim is being held pending further 
information from technical support or other internal source. 

• Resubmitted – Status after claim in “Pending for Information – External” 
is resubmitted to manufacturer. 

• Processed for Payment – Claim has been entered into Service 
Maintenance by claim processor. 

• Denied – Claim has been reviewed and denied for payment. 

• Denied By Manufacturer – (not currently used in the United States) 
4. Status change email notifications:  Each time the status is changed on a claim, 

a notification email with the current status is sent to the creator of the claim, 
except for the following statuses:  Pending for Information – Internal, Denied 
by Manufacturer, and Processed for Payment 
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Instructions 

1)   
 

To log into the KitchenCare Claims 
Processing System (CPS) click on 
the link below: 
https://welbilt.force.com/CPS/s/ 
 
Click on “Login” on the top 
right corner and enter your 
username and password to 
access the CPS 
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To create a claim, click on the 
Create New Claim in the header 

 

3)  • On the next page, enter the 
serial number and click Next on 
the right of the screen 

• If the serial is not valid, you will 
receive an error 

 
  

 
4)  Non-Serialized: 

• If your claim is for non-
serialized equipment, check the 
box next to “Non-Serialized 
Item” 

• You will need to enter a serial 
number it is associated to along 
with non-serialized Item/Model 
Number and Description 

 

 

https://welbilt.force.com/CPS/s/
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5)  • The next page will display 
asset information 

• Enter the Install Date and 
Purchase Date (if known) 

• If the unit has been registered, 
the date fields may already be 
populated 

• Click Next at the right of the 
screen 

 

 
6)  • Populate the Owner 

Information fields 

• If the Equipment Location is 
the same as the Owner 
Location, check the box on the 
screen and the address 
information will be on the 
next page for the Equipment 
Location.  
o The box must be 

checked prior to going to 
the next page.   

• Click Next on the bottom right 
of the page 

 
7)  • Populate Equipment Location 

information if the check box 
was not checked on the 
previous page that the 
information is the same as 
Owner Information 

• Click Next on the bottom right 
of the page 

   

 
8)  • Attach a proof of purchase or 

proof of installation if 
available by uploading from 
your local network or drag 
and dropping 

• Click Next at the right of the 
page 
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9)  Choose a Claim Type 

 
10)  • Choose a Charge Type based 

on what you need to claim 

• You will receive a message 
success message then, click 
Next on the right of the page 

 
Note: Once the first charge is 
entered on the claim, the charge 
type listed on the Review Claim 
Details tab cannot be changed. 

 

 
11)  • There is a progress bar that 

shows what step is complete 
by changing to green with a 
check mark and what needs to 
be done next, which will 
display the step in blue.  

• There is Guidance for Success 
text for each step that will 
display to help guide you on 
what needs to be completed  

 
Note:  All steps must be green, 
except for Review Claim in order 
to submit the claim. 

 

12)  Service Details 
Click on the Service Details button 
on the top right of the screen  
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13)  • A pop-up window displays 

• Enter information and click 
Save 

 

 
 

14)  Submitter Details 
Next, click on the Submitter 
Details button the top right 

 
15)  • A pop-up window displays 

• Enter information and click 
Save 
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16)  Servicer Account field 

• If your company did not 
perform the work and you 
answer “No” for the 
Submitter Performed Work 
field, search for company that 
did the work in the Servicer 
Account field.  Clicking on the 
looking glass on the top line 
will provide search results 
with address detail. 

• If you do not find the 
company, you will need to 
send a “request” to have them 
added, but this will not 
prohibit you from submitting 
the claim.  

17)  To send a request to have a 
servicer account added, click on 
the down arrow next to Submit 
Claim at the top right of the page. 

 
18)  • A popup window displays 

• Enter information and click 
Save 

 
19)  Service Incident Lines 

Click on the Service Incident Lines 
tab below the progress bar to 
enter charges for the claim.  
 
Note:  A causal part is required for 
all claims except Installation or 
Start Up 

 
20)  Entering Parts 

• To enter parts for 
reimbursement and/or as the 
causal part, enter the part 
number in the Input Part 
Number search box and select 
from the results listed or click 
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on the looking glass on the first 
row to see the part description.   

• If the part is the causal part 
(the part that caused the 
failure), after selecting the part, 
check the Causal Part? box 

• Click Next on the right of the 
page 

 
Note on Causal Parts:  Not all 
parts replaced need to be listed as 
the Casual Part.  Only the main 
part that caused the failure would 
be checked as the Causal Part. 
Only list multiple parts as the 
Causal Part if there was more 
than one unrelated failure OR if 
you are claiming labor and the 
Causal Part replaced is greater 
than a quantity of one.   

 
 

 

21)  • Populate the part service line 
fields 

• When the part is checked as 
the causal part, the Complaint, 
Failure Mode and corrective 
action are required. Otherwise 
these fields will not be listed. 

• Click Next at the right of the 
screen when complete 
 

Note:  If you chose Labor Only as 
the charge type at the start of the 
claim, the Requested Rate field 
will not display. 

  
22)  • Enter the labor hours for the 

causal part entered 

• If there is a contract in the 
system, the Requested Rate 
field will be populated as read 
only 

• Click Next on the right of the 
screen.  

 
Note: If the part number was not 
marked as a causal part OR if you 
chose Part Only as the charge 
type at the start of the claim, you 
will not be directed to this page to 
enter labor.  

 

23)  The charges created will be listed 
at the bottom of the page 
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24)  Entering Labor or Travel 

• To enter labor that is not 
related to a causal part or to 
enter travel, check the box for 
Non-Part Related Service Line 

• Select the Service Line Type  

 
25)  • Select the Expense Type 

• Select the UOM (unit of 
measure) 

• Click Next on the right of the 
screen  

                     
26)  • Enter a Description (if needed), 

Requested Quantity and 
Requested Rate 
o If there is a contract in the 

system, the Requested 
Rate field will be 
populated is read only 

• Click Next on the right of the 
screen 

 

 
27) 2

3
) 

The charge created will be listed 
on the bottom of the screen 

 

28) 2
4
) 

Other Charges 

• To enter an Other charge, 
check the box for Non-Part 
Related Service Line 

• Select the Service Line Type of 
Other 
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29) 2
5
) 

• Choose the Expense Type and 
then the UOM 

• Click Next at the right of the 
screen 

          
30)  • Enter a Description, if needed 

or required, the Requested 
Quantity and Requested Rate 

• Click Next on the right of the 
screen 

 

31)  The created charges will display at 
the bottom of the screen  

 
32)  Attachments 

• To add attachments such as 
invoices or other supporting 
documentation, click on the 
Attachments tab below the 
progress bar 

• You can upload files from 
your local directory, or you 
can drag and drop a file 
o To drop a file drag it onto 

the screen over the Or 
Drop Files text and when 
you see the blue outline, 
release the file 

 
 
Drop File 

 

33)  Comments 

• To make a comment, click on 
the Chatter tab below the 
progress bar 

• Enter your comment 

• Click Share 
 

Note:  This is also where a brand 
will put comments if needed when 
processing a claim 
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34)  Submit the Claim 

• The claim can be submitted 
once all steps in the progress 
bar are green, except for the 
Review Claim step 

• To review what you have 
entered, click on Review 
Claim Details and Service 
Incident Lines 

• When you are ready to 
submit the claim, click 
Submit on the top right of 
the screen 

 

35)  A pop-up window will display 
asking you to confirm you want to 
submit the claim and click Next 

 
36)  • Your claim has been 

submitted and the status is 
updated. 

• After the claim is submitted 
you can still add comments 
on the Chatter tab and 
upload files on the 
Attachments tab.  All other 
fields will be locked from 
editing.  

 

37)  Creating a List View/Filter 
You can create a list view that is 
visible on the home page by 

clicking on  at the top left of 
the page.  
 
Note: “All” view cannot be edited  

 

38)  To create the view, click on the 
gear on the right side of the page 
and click New 
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39)  Name the view and click Save 

 

40)  • If you want to see only claims 
you created, leave the Filter by 
Owner as “My Claims” 

• If you want to see claims 
created by anyone in your 
company, click on “My Claims” 
and change it to “All Claims” 
and click Done 
  

 

41)  To add filter criteria, click on Add 
Filter 

• Field:  All fields on the claim 
form are available in the “Field” 
drop down 

• Operator:   Choose how you 
want to filter the information 
from the drop down  

• Value:  When you click in this 
field, the field displays drop 
down, click on each item to be 
in your view.  If you do not get 
a dropdown you will need to 
populate the value(s) with a 
“comma” separating each value 

• Click Done when complete 
 

 

42)  Select the fields to display in your 
view.   

• Available Fields:  All fields on 
the claim form are in the 
“Available Fields” column 
o To add a field, click on field 

and then click the  button 

• Visible Fields:  Use the  or  
buttons to change the order of 
the fields 
o To remove a field, click on 

the field on the right and 
then click on  

• Click Save 
Note: 

• You are allowed up 15 
selections of fields to display 
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43)  • The saved view/filter is now 
available to choose in the drop 
down 

• If you need to change or delete 
a filter, select the filter from 
the drop down and click on the 
gear on the right of the page 
and select Edit List Filters 

 

44)  Within a list view, you can do a 
search and the system will tell you 
what fields may not be searched 
by 

 

45)  Searching 

• You can use the Search bar at 
the top of the screen to 
search by a serial number, 
invoice number, reference 
number, etc.  Enter the value 
in the search bar and hit 
enter.  

• You will receive results and 
you can refine them more by 
using Refine By on the left 

 
46)  Logging Out 

To log out, click on your username 
at the top right of the page and 
select Logout 

 

 


