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This User Guide is the sole property of Florida Power & Light Company (“FPL”) and is being provided 
to you as a Participating Independent Contractor subject to the terms and conditions established by 
the Trade Ally Standards and Demand Side Management Program Contract, as may be amended 
or revised from time to time. Florida Power & Light Company is providing this User Guide to you 
without obligation to do so, and no consideration has been requested by FPL or received from you in 
exchange for this User Guide. THIS USER GUIDE MAY BE USED BY YOU ONLY FOR THE 
PURPOSE OF ACCESSING AND INTERACTING WITH FPL’S WEB INCENTIVE PROCESSING 
SYSTEM. You may use this User Guide in either electronic form downloaded from the fpl.com website 
or a hardcopy that you print and retain for your individual use. However, you may not distribute copies 
of this User Guide, regardless of medium, without the express written consent of FPL.  
 

Florida Power & Light Company reserves the right to change, modify, or discontinue either or both the 

Web Incentive Processing System and this User Guide at any time, with or without notice to you, and 

for any reason as deemed appropriate by FPL in its sole discretion. Screenshots, samples, or other 

images contained in this User Guide are intended to be demonstrative only and may not reflect the 

screens, information, or sequences actually displayed by the Web Incentive Processing System at any 

given time. Although this User Guide has been carefully prepared and reviewed for the accuracy of the 

information contained herein, THE INFORMATION CONTAINED HEREIN AND YOUR ACCESS TO 

THE WEB INCENTIVE PROCESSING SYSTEM ARE BOTH PROVIDED “AS IS” AND FPL MAKES 

NO REPRESENTATIONS AND OFFERS NO WARRANTIES, EXPRESS OR IMPLIED, INCLUDING 

THOSE OF MERCHANTIBILITY AND FITNESS FOR A PARTICULAR PURPOSE, AS TO (i) THE 

ACCURACY OF THE INFORMATION CONTAINED HEREIN; (ii) THE SUITABILITY OF THIS USER 

GUIDE FOR ITS INTENDED PURPOSE; (iii) THE FUNCTIONALITY OR AVAILABILITY OF THE WEB 

INCENTIVE PROCESSING SYSTEM; (iv) SPECIFIC HARDWARE OR SOFTWARE 

CONFIGURATIONS THAT MAY BE REQUIRED TO FULLY ACCESS OR UTILIZE THE WEB 

INCENTIVE PROCESSING SYSTEM; OR (v) DAMAGE, LOSS, OR OTHER PERILS THAT MAY 

RESULT FROM YOUR USE, MISUSE, OR FAILURE TO USE THE WEB INCENTIVE PROCESISNG 

SYSTEM.   
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INTRODUCTION  

 

Overview 

This user guide has been prepared by Florida Power & Light Company exclusively for use by its 
Participating Independent Contractors (PICs).  It contains instructions for accessing and using the Web 
Incentive Processing System (the “Application”) via www.fpl.com to: 

 Submit incentives/job requests online. 

 View the status of incentives/job requests submitted online.  
 

PICs are required to process their incentives/job requests online, using the application. Submitting 
incentives/job requests provide the following benefits:  

 Reduce paper work errors. 

 Ability to view incentives/job requests in real-time. 

 Access to your electronic records of incentives/job requests submitted for the current year and 
previous two years. 

 
For questions or assistance, PICs should contact their local FPL Program Specialist.  Contact 
information for Program Specialists is available at: www.fpl.com/piccontacts. 

 
Reminder: Per the Demand Side Management Contract, PICs are required to maintain original documents 
for a period of two (2) years from the date the work was installed. 

 

 

Get Started 

The PIC Portal located on FPL.com is a secure collection of information and applications.  

This user guide provides instructions for completing the following tasks: 

 Access the Contractor Portal. 

 Create User ID & Password. 

 Log In to the Web Incentive Processing System. 

 Create and Submit a New Incentive/Job Request Entry for the following programs: 

 Residential Heating Ventilation Air Conditioning – HVAC 

 Residential Ceiling Insulation – RCI 

 Update Partially Saved Incentives/Job Requests List for Demand Side Management 
programs where the Web Incentive Processing System supports that functionality. 
 

 Review Submitted Incentives/Job Requests. 
 

http://www.fpl.com/
file:///C:/HOME/CSFO/Residential/Web-Vouchering/Design-WV/www.fpl.com/piccontacts
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User Access 
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Access the Contractor Portal on FPL.com 

To access the Contractor Portal, follow the steps below:  

1. Access www.fpl.com.  

 

 

2. 

 

 

Scroll down to locate Partner 
Resources and click PIC Login link. 

 

 

 

 

 

 

 

 

 

 

 

“Supplier Log In” page will load. 
Continue to Create User ID and 
Password instructions. 

 

 

 

 

http://www.fpl.com/
https://app.fpl.com/eca/EcaController?command=supplierlogin
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Create User ID and Password 

Follow the steps on these pages to obtain access to the Web Incentive Processing System when 
logging in for the first time. Note: If you are already a registered user for the Web Incentive Processing 
System, refer to the section: Log In to the Web Incentive Processing System.  

1. 
Click Not Registered – Create User 
ID and Password link.  

If you have previously registered with 
FPL and have a User ID and 
Password, please skip to step 8. If 
you have not registered and need to 
create a User ID and Password, click 
here.  

        

 
 
 
 

2. 

 
 

The page “Create Supplier User ID: 
Step 1 of 2” displays with create user 
ID fields to complete.  
Certify that you are an employee or 
authorized representative of your 
company and that you have read and 
accepted the Terms and Conditions 
by clicking the appropriate checkbox.  
Acknowledge that you are authorized 
to provide information or data to FPL 
and retrieve such information or data 
from the system and certify that it is 
correct, by clicking the appropriate 
checkbox.  
Next, enter your company's Tax ID and 
Zip Code in the spaces provided:  
• Tax ID (TIN, SSN or VATIN)  
• Retype Tax ID  
• Zip or Postcode of your company 
headquarters  
 
Please note: After completing step 1 
of 3, you will be taken directly to step 3 
of 3.  

Click Continue.  

 

 

https://app.fpl.com/sra/SraController?command=displayvalidatetin
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3. 
When presented with APIN screen, 
please enter the APIN number sent to 
you by email.  

Note: APIN numbers are sent to the 
company email address on file with 
FPL. See the example shown here.  

 

 

4. 
The next page “Create Supplier User 
ID: Step 1 of 3” displays with create 
user ID fields to complete.  
Note: After completing step 1 of 3, you 
will be taken directly to step 3 of 3.  
Create:  
• User ID  
• Password  
 

Retype Password.  

 

5. 
Update Security Information section 
to verify your identity in the event you 
forget or need to reset your password:  
• Select Security Questions.  
• Type Security Answer.  
• Retype Security Answer.  
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6 
Enter a valid Company Email 
Address along with your First and 
Last Name before submitting:  
• Type Email Address.  
• Re-type Email Address.  
• Type First Name.  
• Type Last Name.  
 
Click Submit.  

 

 

7. 
Shortly after creating your User ID and 
Password, you will receive an 
automated email from FPL confirming 
your registration was successful.  
 

 

8. To gain user system access: Next, send an email to contractor-admin@fpl.com requesting access 
to use the Web Incentive Processing System. Your access request must be received from the 
primary email address that FPL has on file for your company. Please include your Company name, 
FPL Vendor Number and User ID.  

9. 
During the time your request is being processed, we recommend that you and your office staff review 
the Web Incentive Processing System User Guide. The user guide provides step-by-step 
instructions for using the new online system. Access the user guide by clicking here. You can also 
access the user guide by typing www.fpl.com/IncentiveProcessing in your Web Browser.  

 

10. 
YOU WILL RECEIVE AN EMAIL FROM FPL CONFIRMING ACCESS HAS BEEN GRANTED ONCE 
ALL OF THE INFORMATION PROVIDED HAS BEEN REVIEWED AND APPROVED.  
 
When you receive an email from FPL confirming access has been granted, go to the Participating 
Independent Contractor (PIC)* Login web page.  
 
Log in by entering the User ID and Password you created in steps 1 through 5. Follow the login 
instructions to Log In to the Web Incentive Processing System.  

 
Click on the Web Incentive Processing System link to launch the 
application and start submitting Incentives/Job Requests online.  

 
IMPORTANT: As a Participating Independent Contractor, you are entirely 
responsible for maintaining the confidentiality of your username(s), 

password(s), and your account(s), as well as all activities that occur under your account(s). In order to 
prevent any unauthorized use of FPL’s Web Incentive Processing System, you should immediately 
change your password to prevent access for any employee that is no longer employed by your 
company.  
 
Please click here to access the Registration Frequently Asked Questions (FAQs) that include 
instructions for changing your password.  
 

If you need additional assistance, please contact your local FPL Program Specialist by clicking here.  

file:///C:/Users/klp0kkn/Documents/Projects/2012%20Web%20Vouchering%20for%20PICs/Updates/Version5-01-2015-release/contractor-admin@fpl.com
https://www.fpl.com/partner/pdf/incentive-processing-user_guide.pdf?cid=aliasincentiveprocessing
file:///C:/Users/klp0kkn/Documents/Projects/2012%20Web%20Vouchering%20for%20PICs/Updates/Version5-01-2015-release/www.fpl.com/IncentiveProcessing
https://app.fpl.com/eca/EcaController?command=supplierlogin
https://app.fpl.com/eca/EcaController?command=supplierlogin
https://www.fpl.com/partner/contractor/faq.html
https://www.fpl.com/partner/contractor/contacts.html
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Log In to the Web Incentive Processing System  

Follow these steps to obtain access to the Web Incentive Processing System.  

1. 

 

2. 

Access FPL.com.  

 

Scroll down and click PIC Login.  

   

 

 

 

3. 

 

 

 

4. 

The Participating Independent 
Contractor (PIC)/Supplier Login page 
displays. 

 

Type:  

 Supplier User ID and  

 Password 

 

Click Log In. 

 

Note: If you are not a registered PIC, 
Refer to the section: Create User ID 
and Password.) 

 

 

  



18 | W e b  I n c e n t i v e  P r o c e s s i n g  S y s t e m  U s e r  G u i d e  
 

Go to Table of Contents 
FPL Proprietary & Copyright © 2012, Florida Power & Light Rev. 01-2017 
Confidential Information  Company.  All Rights Reserved 

 

 

 

5. 

The page menu page displays. 

 

Click the Web Incentive Processing 
System link. 

 

 

 

 
 

 
 
 
 
 

 
6. 

 

 
7. 

The home page of the Web Incentive 
Processing System displays grayed 
out. 

 

 

 

Select Vendor Number from the 
drop-down menu. 

Click Continue. 

 
 

8. 
 
 
 

9. 

If prompted, check Vendor Location, 
if more than one location. 

 

Click Select. 
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The Web Incentive Processing System page displays. 
 
 

The Web Incentive 
Processing System page 
allows you to change location 
(if more than one exists), and 
create, submit, and view your 
customer Incentives/Job 
Requests.  

The next sections describe 
this page in detail. 
 

1. Change Location 
2. Partially Saved 

Incentive/ Job 
Requests List 

3. Create New Incentive 
/ Job Request Entry 

4. Submitted Incentives/ 
Job Requests 
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Change Location Section (Number and Location)  

This section displays the PIC locations.  Use this section to change the location if you have multiple 

locations used to submit incentive/job requests.   

 
 

1. 
 

 

Click the Change Location link. 
 

 

 
 
 

 
2. 
 
 
3. 

The Select Vendor Location box 
displays. 
 
Select the desired location. 

 

Click Select. 

 
The page displays the new 
location information. 
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Partially Saved Incentives/Job Requests List Section 

Refer to this section to locate partially saved incentives/job requests. This list displays the incomplete 
incentive/job requests for the HVAC program.  
 
The system will not accept partially saved entries for the Residential Ceiling Insulation program. Data 
will be lost if not completely entered for these programs.  
The Partially Saved Incentives/Job Requests List has the ability to:  
• Sort by ascending or descending order by double-clicking the blue bar headings.  
• Display up to 40 results per page by clicking the drop-down Show menu.  
• Open/Update partially completed incentive/job request selecting the Incentive No or double-clicking 
the row entry. (Note: Job Requests display without an Incentive No.)  
• Navigate the results by clicking First, Previous, Next or Last.  
 

Please Note: Partially Saved Incentives/Job Requests will be deleted after three days (Monday-

Friday) from date created. For example, a partially saved incentive/job request created on Friday will 

no longer be available on Wednesday. 
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Create New Incentive/Job Request Entry Section  

This section allows you to select the type of incentive/job request from the drop-down menu for the 
following programs: 
 

 Residential Heating Ventilation Air Conditioning  (HVAC) 

 Residential Ceiling Insulation (RCI)  
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Submitted Incentives/Job Requests Section 

The Submitted Incentives/Job Requests table has the ability to: 

 Help you track the status of submitted incentives/job requests. 

 Filter by Program, Status, or Install Date. 

 Filter by Incentive/Watt Saver number or name. 

 Sort by ascending or descending order by double-clicking the blue bar headings (some may be 
un-clickable). 

 Display up to 40 Results per page by clicking the drop-down Show menu.   

 View submitted incentive/job request selecting the Incentive No or double-clicking the row 
entry. (Note:  Job Requests display without an Incentive No.)  

 Navigate the results page by clicking First, Previous, Next or Last. 

 Export to Excel. 
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Export Incentives/Job Requests List to Excel Section 

 

1. Locate the submitted 
incentive/job request from the 
Submitted Incentive/Job 
Request section of the home 
page.   
 
 

2. Click Export to Excel. 
 
 

 

 

 
The File Download window 
displays. 
 
 

3. Click Open. 

 

 

 

 

 

 

 

 

Excel opens. 
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HVAC  
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HVAC Tips 

 

As you advance through this section, follow these tips to assist in completing a New Incentive/Job 
Request Entry: 

 When you first enter a section, the  message displays. 

 Hover over the  question mark icon for information on what to enter in each field. 

 Click the  plus sign to open a section. 

 Click the   sign to close a section. 

Note:  Clicking the  without first saving does not keep the changes. 

 *Required fields are marked with a blank entry box and a red * asterisk. For example:

 

 When prompted, click the:  

o Continue button to save your entry.  

o Save button to save your entry.  

o Upload button to upload required documents.   

o Edit button to change a document previously uploaded.  

 After clicking Continue, the   message will disappear. 

 Detailed information on how to enter information for each section will be shown on the 

following pages. 

 The Submit for Processing  button will remain gray and not turn 

green , until you have: 

o Completed all required information for each section. 

 You must review and agree to the Terms and Conditions prior to being allowed to submit 

information.  You can indicate your acceptance of the Terms and Conditions by checking 

the box for “I agree to the Terms and Conditions.” 
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Download Residential Central Air Conditioning Rebate Certificate  

When creating a new incentive for the Residential HVAC program, you will first need to download and 

complete the Residential Central Air Conditioning Rebate Certificate.   

You will be prompted to upload the completed and signed certificate when submitting the request. 

1. Click the here link in the section to download rebate certificate for Residential Heating Ventilation 
Air Conditioning Program.  

 
 

Note:  To ensure you have the most recent certificate, it is 
recommended to download this document each time you 
create an incentive. 

 

2. Complete all required fields on the certificate.  
 
Note:  The certificate can be printed and filled out 
manually or completed electronically.  When 
completing the certificate electronically, select “save 
as” and name file accordingly. 

3. Obtain signature and date from customer on both pages. 
4. Sign and date both pages. 
5. Leave page one with customer. 
6. Hold certificate until you are ready to create the incentive (the incentive number is generated 

electronically). 
7. Write the incentive number on the certificate.  
8. Scan and save the completed document on your computer for later use. 
9. Save the original hard copy of the document in your file system. 

 
Note: During the 
Documentation Step of 
Submitting an Incentive 
online, you will be 
prompted to upload the 
completed and signed 
rebate certificate. 

 

 

 

To view the form, refer to: Sample—HVAC Rebate Certificate.                                    
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Create New Incentive Request Entry for HVAC  

1. Select Residential Heating Ventilation Air  
Conditioning from the Program drop-down  
menu.  

 

2. Enter FPL Account Number without dashes. 
 

3. Enter Customer Zip Code on FPL Account. 
 

4. Select Calendar Icon to enter Install Date. 
 

5. Click Proceed. 

    

Note: You must provide valid FPL account information for 
the customer including the FPL Account Number and 
Customer Zip Code for the installation address. 
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The Create Incentive Entry – Residential Heating Ventilation Air Conditioning page displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Below are the HVAC sections that need to be completed to create an incentive.  The next pages will 
review each section.  

1. Customer Information 
2. Participating Independent Contractor Information  
3. Installation Information 
4. Existing Equipment Information 
5. New Equipment Information 
6. Incentive Information 
7. Documentation 
 

Note: Each section is pre-populated with the information FPL has on file. 
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1.   Verify Customer Information for HVAC 

1. Click the  plus sign on the Customer Information section.   
 

 
 
 

2. Verify all the information is correct. 
 

3. Click the Continue button.  
 

Note: You are not able to enter or change anything in the Customer Information section. When you 
click the Continue button, the system will automatically route you to the next section to review.  If any 
of the pre-populated information is incorrect, contact your PIC Representative.  Contact information for 
PIC Representatives is available at www.fpl.com/piccontacts. 
 

 

 

  

9488899991 

JANE WHITE 

123 MAIN STREET, CITY, ST 12345 

http://www.fpl.com/piccontacts
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2.  Enter Participating Independent Contractor Information for HVAC 

 

1. Click the  plus sign for Participating Independent Contractor Information.  
 

 
 

2. Enter information for all * Required Fields 

Note: Fields without the asterisk are optional.  All communication from FPL will be sent to the 
primary email address and to the alternate email address, if provided. 
 

3. Click the Save button. (To exit without saving, click the  minus sign.) 
 
 

 
 

Note:  If any of the pre-
populated information is 
incorrect, contact your PIC 
Representative.  Contact 
information for PIC 
Representatives is 
available at 
www.fpl.com/piccontacts. 

 
  

     The following message displays: “Your updates have been saved successfully.”   

 

4. Click the  minus sign to close this section.  

                           

  

http://www.fpl.com/piccontacts
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3. Enter Installation Information for HVAC 

1. Click the plus sign for Installation Information.   
 

 
 

2. Update the *Required Fields.   

*Install Date Enter date of installation.  

 

*A/C Equipment 
Customer Cost: 

Enter the cost the customer is 
paying for the A/C equipment 
only. Do not use commas. 

*Manufacturer’s 
Rebate: 

Enter the Manufacturer’s Rebate 
of the installation. Do not use 
commas. 

*Additonal 
Costs: 

Enter costs for installation 
materials, accessories, duct 
work, etc. Do not use commas. 

*Air Handler in 
Attic 

Enter “N” or “Y.”  

                                   
 

3. Click Save. (To exit without saving, click the minus sign.) 

 

 
     The following message displays: “Your updates have been saved successfully.” 
 

 

4. Click the   minus sign to close this section. 
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4. Enter Existing Equipment Information for HVAC 

1. Click the plus sign for the Existing Equipment Information. 
 

 
 

2. Update the *Required Fields.   
 

 *Existing Central A/C 
System 

Select Yes or No 

 
  Cooling BTUH’s 

Enter the existing cooling BTUH’s.  It is 
required if Existing Central A/C System is 
present.  

 

*Heating Type 

Select drop-down box: 

Electric Resistance, Gas, Heat Pump, None, Oil, 
Other 

 
  Electric Resistance KW 

Enter the electric resistance KW. It is required 
for Heating Type of Electric Resistance.  

                    

 

3. Click Save. (To exit without saving, click the minus sign.) 
 
     The following message displays: “Your updates have been saved successfully.” 
 

4. Click the   minus sign to close this section. 
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5. Enter New Equipment Information for HVAC 

1. Click the plus sign. To exit without saving, click the  minus sign.  

 
 

2. Enter the *Required Fields listed below and any optional fields, in the order specified.   

*New Equipment Type Straight Cool 

*Equipment Type 2 Air Cooled 

*Dwelling Type Single Family Detached 

*Part of Multi System Yes/No 

*Number of Units Enter the total number of A/C systems in the home. 

*Mini-Split Yes/No 

These next seven fields are linked to the AHRI pre-populated entry: (Complete these fields first.) 

*AHRI Reference No.** Enter the AHRI Reference No. for the system installed.  

[Critical: Verify this information before entering, or you will be required to enter the AHRI manually.] 

*Cooling BTUHs** Enter the equipment cooling BTUH’s for the system installed. 

[Critical: Verify this information before entering] 

*SEER ** Enter the SEER for the system installed.   

[Critical: Verify this information before entering] 

*EER** Enter the EER for the system installed. This EER field is only for water source and 65,000 or higher 

air cooling systems. 

[Critical: Verify this information before entering]  

*Heating Type Select: Electric Resistance  

[If gas, none, oil, or other are selected, you will need to attach the AHRI page.] 

*Electric Resistance KW Enter the Electric Resistance KW.  It is required for Heating Type of Electric Resistance 

These following five fields are linked to the AHRI Manual Entry: 

  Manual AHRI Entry If no match found for the AHRI Reference No. entered, select this box to enter manually the AHRI 

information.  This field is only enabled when AHRI number is not found by FPL’s database.   

[Enter this information if Manual AHRI Entry is required] 

*Mfr/Model Inside Enter the inside system model number as stated on the AHRI reference sheet.  

If *AHRI Reference No. is not matched and manual entry is required, enter oil or gas furnace 

mfr/model number information here. 

[Enter this information if Manual AHRI Entry is required] 

*Mfr/Model Outside Enter the outside system model number as stated on the AHRI reference sheet.  

[Enter this information if Manual AHRI Entry is required] 

On Call equipment: 

If On Call equipment is 

present, was the low 

voltage On Call wire 

reconnected?  

Yes, No,  or N/A 

 Selecting Yes indicates that On Call equipment is present and connected at the air handler 

or condensing unit.  

 Selecting No indicates that On Call equipment is present and not reconnected at the air 

handler or condensing unit. Provide reason in the “if no, give reason” field. 

 Selecting N/A indicates that On Call equipment is not present at the air handler or 
condensing unit. 

If no, give reason  If No is selected, provide reason why On Call wire was not reconnected.  
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3. Click Save. (To exit without saving, click the minus sign.) 
 
The following message displays: “Your updates have been saved successfully.” 
 

4. Click the   minus sign to close this section. 
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6. Enter Incentive Information for HVAC 

1. Click the plus sign for Incentive Information. 
 

 
 
 

2. Update the *Required Fields. 

Incentive Number This field pre-populates. 

*Enter Rebate Amount Refer to your copy of FPL’s HVAC Rebate 
Schedule. Enter numbers without commas. 

                

3. Click Save. (To exit without saving, click the minus sign.) 
 
The following message displays: “Your updates have been saved successfully.” 
 
 

4. Click the   minus sign to close this section. 
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7. Enter Documentation for HVAC 

1. Click the plus sign. To exit without saving, click the  minus sign. 
 

 
  

2. Update the *Required Fields.   

*Rebate Certificate  
All HVAC incentives require a Rebate Certificate.   
This is the rebate Certificate that was scanned and saved. 

 AHRI Certificate 
Scan the AHRI Certificate and upload it into the system. This 
is required only for manual entry of AHRI Information 
and "Ducted" Mini Split systems. 

 

 

a. Click Browse document to search for document.  
b. Choose File Window will appear. 
c. Locate file and Click Open. 
d. File will display in open area. 
e. If you need to change the document, click Edit document to 

change browsed document. 

 

3. Click Upload. (To exit without saving, click the minus sign.) 
 
The following message displays: “Your updates have been saved successfully.” 
 

4. Click the   minus sign to close this section. 
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Submit Incentive Entry for HVAC  

The final step in submitting an HVAC Incentive request is to read and accept the Terms and 
Conditions. 
 

1. Review Terms and Conditions. 
 

2. Check the box for “I agree to the terms and conditions” to accept the Terms and Conditions. 
 

3. Click Submit for Processing.   
 

 The Submit for Processing button will not be activated until you have completed all the 
sections and uploaded required documents.   

                        

You will be able to track the progress of your incentive by viewing the incentive in the Submitted 
Incentives/Job Requests list on the bottom of the home page. Submitted incentives are searchable in 
the Submitted Incentives/Job Requests area (Refer to the section: Submitted Incentives/Job 
Requests.) 

The Confirmation box displays 
  

4. Click Confirm to continue.   

5. The following message appears: 
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6. Click Generate Summary to create a confirmation file for your records. 
 

7. The summary icon will appear in the lower left of the application for your download. 
 

8.  Click Create Another Incentive to submit another incentive for processing. 
 

You are routed to the main screen to create another incentive. 

Submitted incentives are searchable in the Submitted Incentives/Job Requests area (Refer to the 
section: Submitted Incentives/Job Requests.) 
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Correct Paperwork Error for HVAC Incentive  

Use this process to correct paperwork error when communication is received from FPL. 
 
1. Receive communication from FPL to 

correct paperwork error.  
 

2. Retrieve the incentive online. 
 

3. Make corrections as indicated by the 
communication received. 
 

4. Click Submit for Processing. 
 

 

 

 

 

 

 

 

 

 

 

 

Note:  The status is indicated in: 

 Submittted Incentive No. section with an  exclamation mark preceding the Incentive 
number, and 

 Status section by a Paperwork Error status 
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Correct Field Verification Error for HVAC Incentive 

Use this process to correct a field verification error when communication is received from FPL. 

 

1. Receive system-generated email from FPL to notify of field verification failure.  
 

2. Make corrections as required to meet Program Standards. 
 

3. Respond according to the instructions provided in the email. 

 

      

 

 

 

 

 

 

 

 

  



58 | W e b  I n c e n t i v e  P r o c e s s i n g  S y s t e m  U s e r  G u i d e  
 

Go to Table of Contents 
FPL Proprietary & Copyright © 2012, Florida Power & Light Rev. 01-2017 
Confidential Information  Company.  All Rights Reserved 

 

  



P a r t i c i p a t i n g  I n d e p e n d e n t  C o n t r a c t o r s  | 59   

Go to Table of Contents 
FPL Proprietary & Copyright © 2012, Florida Power & Light Rev. 01-2017 
Confidential Information Company.  All Rights Reserved 

 

 

 

 

 

RCI  
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RCI Tips 

 

As you advance through this section, follow these tips to assist in completing a New Incentive/Job 

Request Entry: 

 When you first enter a section, the  message displays. 

 Hover over the  question mark icon for information on what to enter in each field. 

 Click the  plus sign to open a section. 

 Click the   sign to close a section. 

Note:  Clicking the  without first saving does not keep the changes. 

 *Required fields are marked with a blank entry box and a red * asterisk. For example:

 

 When prompted, click the:  

o Continue button to save your entry.  

o Save button to save your entry.  

o Upload button to upload required documents.   

o Edit button to change a document previously uploaded.  

 After clicking Continue, the   message will disappear. 

 Detailed information on how to enter information for each section will be shown on the 

following pages. 

 The Submit for Processing  button will remain gray and not turn 

green , until you have: 

o Completed all required information for each section. 

 You must review and agree to the Terms and Conditions prior to being allowed to submit 

information.  You can indicate your acceptance of the Terms and Conditions by checking 

the box for “I agree to the Terms and Conditions.” 
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Create New Incentive Entry for RCI 

1. Select Residential Ceiling Insulation.  
 

2. Enter FPL Account Number (do not include a 
dash). 
 

3. Enter Watt Saver Number. 
 

4. Enter Install Date.  
 

5. Click the Proceed button. 

 

 

  

This Create Incentive Entry – 
Residential Ceiling Insulation page 
displays. 

 

Below are the RCI sections that 
need to be completed to create an 
incentive.  The next pages will 
review each section.  

1. Customer Information 
2. Participating Independent 

Contractor Information 
3. Incentive Information 
4. Installation Information 
5. Documentation 

 

 

 

 

 

 

Note: Each section is pre-populated with the information FPL has on file. 
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1. Verify Customer Information for RCI  

1. Click the plus sign for Incentive Information. 
 

 
 
 

2. Verify all the information is correct. 

Note: You are not able to enter or change anything in the Customer Information section. When you 
click the Continue button, the system will automatically route you to the next section to review.  If any 
of the pre-populated information is incorrect, contact your PIC Representative.  Contact information for 
PIC Representatives is available at www.fpl.com/piccontacts. 
 

3. Click the Continue button.  
 
 
 
 
 
 
 
 
 
 

                                                  

4. Click the   minus sign to close this section. 

http://www.fpl.com/piccontacts
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2. Enter Participating Independent Contractor Information for RCI 

1. Click the plus sign for Participating Independent Contractor Information.  
 

 
 
 

2. Enter information for all *Required Fields. 
 
Note: Fields without the asterisk are optional.  All communication will be sent to primary email 
address and alternate email address, if provided. 
 

3. Click the Continue button. (To exit without saving, click the minus sign.)  

 

 

Note:  If any of the pre-
populated information is 
incorrect, contact your PIC 
Representative.  Contact 
information for PIC 
Representatives is available at 
www.fpl.com/piccontacts. 
 

 
 
 

 
 
 
 

 
 
 
The following message displays: “Your updates have been saved successfully.” 
 
 

5. Click the   minus sign to close this section. 
 

 

  

http://www.fpl.com/piccontacts
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3. Enter Incentive Information for RCI 

1. Click the plus sign for Participating Independent Contractor Information.  
 

 
 

2. Verify information. 
 
 
 
 
 
 

 

 
 

3. Click Continue 
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4. Enter Installation Information for RCI 

1. Click the plus sign for Installation Information.   
 

 
 

2. Enter information for all * Required Fields. 
a. Install Date 
b. Total Cost 
c. Installed R Value 
d. Insulation Type (select from drop-down menu)  
e. Insulation Type Remarks, if select Other for Insulation Type 
f. Insulation Depth 
g. No. of Bags is required for insulation types: fiberglass or cellulose blown 

 
Note: Fields without the asterisk are optional.  All communication will be sent to primary email 
address and alternate email address, if provided. 

 
 

3. Click Continue. (To exit without saving, click the  minus sign.) 
 
 
The following message displays: “Your updates have been saved successfully.” 
 
 

4. Click the  minus sign to close this section. 
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5. Enter Documentation for RCI 

1. Click the plus sign for Documentation.  
 

 
 
 

2. Scan the front and the back of the customer Watt Saver Certificate (one file) the customer gave 
you and upload it into the online Web Incentive Processing System.   
 
 

3. Click Browse to locate the Watt Saver Certificate file on your computer.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select the file.  
 
Reminder:   Per the Demand Side Management Contract, you are required to maintain the original 
documents for a period of two (2) years from the date the work was installed.  

The .pdf file icon displays. 

 
4. Click the Upload button. If you need to change the document, click Edit document to change 

browsed document. 
 
 
 
 
 
 

 

 
 
 

 

 

The following message displays: “Your updates have been saved successfully.” 
 

5. Click the  minus sign to close this section. 

Your updates have been saved successfully. 
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Submit Incentive Entry for RCI  

After completing the *Required fields for each section, advance to submit the incentive: 

1. Review Terms and Conditions.  
 

2. Check the  box for 
“I agree to the terms 
and conditions” to 
accept the Terms and 
Conditions. 
 
 

3. Click Submit for 
Processing button 
(This button turns 
green after all 
required fields are completed).  

 
The Confirmation box displays with the following 
message:  

4. Click Confirm to continue.   

The following message appears: 

 

5. Click Generate Summary to create a confirmation file for your records. 
 

6. The summary icon will appear in the lower left of the application for your download. 
 

7. Click Create Another Incentive to submit another incentive for processing. 
 

You are routed to the main screen to create another incentive. 

Submitted incentives are searchable in the Submitted Incentives/Job Requests area (Refer to the 
section: Submitted Incentives/Job Requests.) 
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Correct Paperwork Error for RCI Incentive  

1. Receive communication from FPL to correct 
paperwork error.  
 

2. Retrieve the incentive online. 
 

3. Make corrections as indicated by the 
communication received. 
 

4. Click Submit for Processing. 
 

 

 

 

 

Note:  The status is indicated in: 

 Submittted Incentive No. section with an  exclamation mark preceding the Incentive 
number, and 

 Status section by a Paperwork Error status 
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Correct Field Verification Error for RCI Incentive 

1. Receive system-generated email from FPL to notify of field verification failure.  
 

2. Make corrections as required to meet Program Standards. 
 

3. Respond according to the instructions provided in the email. 
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Reset Password  

If you forget your password, you can easily reset it from the PIC Log In screen, as follows: 

1 Click Forgotten Password 

 

 
 

2. 

3. 

The Forgotten Password page displays. 

 

Type Contractor User ID 

Click Submit 

 

 

 

 

4. 

5. 

 

 
6. 

The PIC User ID you entered and the 
Security Question selected at time of 
registration displays. 

Type Security Answer. 

Type Email Address (this email address 
must be the same as the email address 
entered when the PIC User ID was created). 

 

Click Submit. 

 

7. 

 

8. 

 

9. 

Type a new password in the New Password 
field. 

Type the same password in the Retype New 
Password field. 

Click Submit. 
 
An email notification is sent to the email 
address used for PIC Registration advising 
that the password has recently been reset or 
changed 
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Reset User ID 

If you forget your user ID, you can receive it via email from the PIC Log In screen: 

1. Click Forgotten PIC* User ID link. 

 

2. Type PIC TIN. 

3. Type Email Address (this email address must be the same as the email address entered when 
the PIC User ID was created). 

 

 

 

 

 

 

 

 

 

 

 

 

An email notification is sent to the email address used on the PIC Registration with the PIC User ID. 
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Sample—HVAC Rebate Certificate 
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