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What is Multiple Claim Upload Functionality?
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Multiple Claim Upload functionality in the KitchenCare Claims Processing system gives 
users the opportunity to create several claims with a few clicks of the mouse.  For users 
with your own internal claims system, you can now format a download of data from 
your system to upload into the CPS.  The format is pre-defined and available within the 
application.  Please utilize this functionality to your advantage to gain efficiencies. 
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CPS Multiple Claim Upload - Introduction
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• Upload file format must be CSV
• No more than 90 claims may be uploaded at a time
• Line breaks need to be removed from the file in order to upload
• All date formats must be in dd/mm/yyyy
• Reference the field requirements document for fields that are required, field formats 

and values for drop down fields
• Populate the currency on the upload document that your account is setup in 

(contact your local claims processor or system administrator if needed)
• Claims are loaded 6 times a day at the following Eastern Standard Times: 12am, 4am, 

8am, 12pm, 4pm and 8pm
• If a required field is missing or not populated, an error file will be emailed to the 

user that uploaded the file and the errored claim record will be put into Draft status
• If you close a CSV and re-open it, leading zero’s will be stripped from values that are 

strictly numerical
• Functionality is built in to handle part numbers with leading zeros, so no action 

is needed from you for this scenario
• There is not functionality in place to handle leading zeros for Zip/Postal codes

• If you close and re-open a CSV file with Serial Numbers or Zip/Postal Codes 
that have leading zeros, you will need to add the zeros back in order for 
these fields to be uploaded correctly
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Clearing Line Breaks in the CSV file
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If there are line breaks in any cells in the file, you will receive an error and it will not 
be uploaded.  
To remove line breaks in Excel:
• Use the CTRL + F function for “Find”
• Click on the “Replace” tab
• In the “Find What” text box, click on CTRL +J  and you will see a blinking decimal
• Leave “Replace With” blank
• Click “Replace All” and Enter
• A message will display if there were any line breaks removed
• Save your CSV file



© Welbilt, Inc.

CPS Multiple Claim Upload
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Click on the Multiple Claim Upload tab after signing in

Your account will default based on your user login 
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CPS Multiple Claim Upload
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If you need to change the branch, click on the lookup icon and select the branch
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CPS Multiple Claim Upload
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Download the sample CSV for the format, if not already saved
• Delete the sample data and leave the column headers
• Make sure to save as a CSV file
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CPS Multiple Claim Upload
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Reference the “KitchenCare CPS Multiple Claim Upload Field Requirements” document for 
required fields, field formats and picklist values
• Please note, this is not the upload file.  The CSV file runs left to right, not up and down.
• Note for Manitowoc Ice Claims Only:  For “Failure Mode” population on your file, please 

ensure to use the Failures -Manitowoc Ice list in the field requirement document on the 
picklist tab

• “Charge Line” reflects the total number of charge lines on the claim and each charge needs to 
be entered on a separate charge line.  For example: If you have 2 labor charges, 1 part charge 
and 1 other charge, then you will have 4 “Charge Lines” on the claim.  Each charge line 
number field, such as Charge Line 1 or Charge Line 2, can only be populated with EITHER a 
Labor, Parts or Other charge type, not all three.  



© Welbilt, Inc.

CPS Multiple Claim Upload
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• Save your file in CSV format
• When the file is ready to be uploaded, click Browse and select the file to upload 

from your local network 
• Click Upload File
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CPS Multiple Claim Upload

10

A message will display that the records were successfully staged to be loaded when 
the next job runs to create the claims

Note: If you receive an error that the file could not be uploaded, confirm all of your 
dates are in the correct format of dd/mm/yyyy
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CPS Multiple Claim Upload
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• If a required field is missing or not populated correctly, an error file will be emailed 
to the user that uploaded the file with a reason for the error in the last populated 
column (LF)

• Claim records with no errors will be created and put into Submitted status
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CPS Multiple Claim Upload
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Errored claim record(s) will be put into Draft status.  You can Create New View to 
include Error in Upload or Check Error in Upload fields to see errored claims

To correct the error(s):
• You can either go into the Draft claim(s) in the system, correct the issue and submit 

the claim(s)
• Or correct the error(s) in the error file in the applicable line/column, save the file in 

a CSV format and upload it
• If the corrected file does not produce any further errors, the Draft claim will be put 

into Submitted status based on a match to the following fields: Brand, Serial 
Number, Repair Completed Date and Grand Total Requested

• If any of the above fields caused an error originally, the Draft claim will not be 
updated to Submitted, but a new claim will be created and put into Submitted
status


