How to Submit a %m‘""’ |
Claim in Max

Log into MAX through ComfortSite
Comfortsite> Marketing Center > Marketing Advertising Express (MAX)
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a Hover over Funds Management and select Submit a Claim
Online.
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a Enter all activity information, then hit Next in the bottom
righthand corner of the screen.

Enter Activity Supporting Claim Preview &
Informal tion Document tation Submit
— Step 1: Enter Activity Information
Please be prepared
Select Preapproval: v ]
Select Sales Plan: v ]
P or Sales Plan is. but

You can only submit a claim against either a Preapproval or a Sales Plan.

* Select an Expense Type:

“ Select an Expense Category: v

* Select the prominent brand in the expense:

* Select Fund: v
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e You will now need to provide Supporting Claim
Documentation. Once complete, hit Next in the bottom
righthand corner of the screen.

SUBMIT A CLAIM

— Step 2: Supporting Claim Documentation

Claim #176758 has been created and will need the following documentation.

erchandise if preferred vendor is not used

* Document Type :
* Select a Document to Upload:

* Required

Preview your claim. After you preview your claim, hit Submit
Claim. You will then receive confirmation that your claim went
through.

he “Submit Claim* button could result in a delay in processing your claim.

s have not uploaded all documentation, please go back to step 2 and upload all required documentation,
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