
New Business Installation Manager  

MRS Quick Reference Guide 

MRS Complete Install and Wrap Up 
1. Arrive at customer location, introduce yourself and ask to be 

shown the restrooms to confirm install locations with the 
customer 

2. To reduce clutter during install, remove packaging from 
dispensers 

3. Bring tools and dispensers into customer location 

4. Install and load dispensers where requested 

5. Test each dispenser once installed to ensure it is working 
properly 

6. Have an equipment walk-through with customer and 
confirm satisfaction 

7. Give customer a key to Dispensers, if applicable 

8. Give customer copy of signed CIS/CUA 

9. Give RSR a Dispenser key, if needed 

10. Indicate Install Complete on MRS Install Tracker spreadsheet  

11. Confirm install complete with Service Team and advise 
where customer’s extra product is stored 

Product Installation Videos: 

- Tork Paper Towel Dispenser:  

   https://www.youtube.com/watch?v=h-c9HUvAPlw 

- Tork Toilet Paper Dispenser:   

   https://www.youtube.com/watch?v=qpxO33p5iKU 

- GoJo Soap Dispenser:   

   https://www.youtube.com/watch?v=WlVpBR_rRqQ 

- GoJo Soap Refills::   

   https://www.youtube.com/watch?v=9cS-pDY2hDA 

- ADA Mounting Requirements:  http://www.adabathroom.com 
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MRS Package Process 
SERVICE SALE 

NEW EXISTING 

VALIDATE 

SA/CIS  CUA/CIS 

CMF 

COF 

MRS Site Info Card 

AND ADD 

  NCPC  Service Desk Approved 
Order Report with Rte/
Day & Sales ID Noted 

SEND TO 

Customer Desk for account 
creation 

Admin Coordinator for eDocs 
filing 

Billing Hub for RAS entry if 

 

SALES PRO SALE 

NEW EXISTING 

VALIDATE 

SA/CIS  CUA/CIS 

CMF 

Contract Assist Detail 

AND ADD 

New Customer Package 
Checklist 

Customer Account 
Change Checklist 

SEND TO 

Customer Desk for account 
creation 

Billing Hub SharePoint: MC 
Uploads for Service Desk 
entry & RAS entry if CUA 

Contract Assist Detail 
with Rte/Day & Sales ID 
Noted  

 ADDITIONAL MANUAL MRS TASKS 
 Step 1 Validate MRS Items 

 Step 2  
Step 3  
Step 4 Additional MRS Questions – See Pre-Install Call Checklist 
Step 5  
Step 6  
Step 7  
Step 8 Upload MRS Order Line Detail, COF & Site Info Card to 

Hub and copy of MRS Order Line detail to Production 
Step 9  
Step 10  
Step 11  
Step 12 Key MRS Order into Service Desk 
Step 13  
Step 14  
Step 15  
Step 16 MRS Order detail to Production for order fulfillment 
Step 17  
Step 18  
Step 19 Additional MRS installation tasks 

Standard PIT + MRS  
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MRS ONLY Install - Step 1 

Confirm the SA/CIS/CUA has the following:  
Managed Restroom Services Line Items with Categories Sold listed 

Sales Person, Customer and GM signatures 

Make a copy to provide the customer at installation 

Confirm the MRS OW Products in the Order match the 
Dispensers and follow up on any item quantity mismatches    
(i.e., one soap dispenser for a two bathroom install). 

If the MRS Package is for a new customer, email the New 
Customer Package Checklist to the Customer Desk for creation 
in Oracle: customerlink@aramark.com 

 If an existing customer service sale, run the Service Desk 
Approved Order Report, filter for the specific customer.                   
[See page 4 for details.] 

      Print TWO copies: 
CA Detail  
Approved Order Report  

Write the Service Route/Day on the MRS Order (AOR, CA Detail 
or COF) 

Check schedule to validate ability to install within 1 week --  
If not, inform GM at Weekly Sales & Service Meeting. 

Make entry in MRS Install Tracker spreadsheet  

Complete Customer Account Change Checklist (existing 
customer from Sales Professional) 

Standard PIT + MRS  

 Standard PIT 2.0 Steps  
 Step 1 Validate Sales Package Complete NBIM 
 Step 2 Assign Customer to Route/Day & GID NBIM 
Step 3 Review Contracted Items MCM 
Step 4 Pre-Installation Client Conference Call / Walk-Through NBIM 
Step 5 Send Customer Creation Package to Customer Desk NBIM 
Step 6 Complete Sizing NBIM 
Step 7 Obtain CID from SharePoint and assign to workgroups NBIM 

Step 8 
Determine if setup charges are waived or not, if not 
waived, calculate the set up charges and send to billing 
hub 

NBIM 

Step 9 Stage orders NBIM 
Step 10 Emblem Profiles completed manually in the Handheld 

Service Desk MCM 
Step 11 Review and Approve orders MCM 
Step 12 If setup charges not waived, key one time charges 

calculated by the NBIM Hub 
Step 13 Key the "contractual" auxiliary rates Hub 
Step 14 Pre-Invoice Audit  ( Audit Customer Sales By Line) Hub 
Step 15 Product Received and Prepped MCM 
Step 16 Confirm Product Ready for Delivery NBIM 
Step 17 Call Customer and Billing Hub to Confirm Install Date NBIM 
Step 18 Create Welcome Packet for Customer NBIM 
Step 19 Complete Installation NBIM 
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MRS ONLY Install - Step 2 continued 
 

MRS ONLY Install - Step 3 

Pre-Call and Confirm Install date 

Additional MRS Topics for Pre-Installation Customer Call: 

1. Confirm installation date 

2. Will AUS or Customer perform the dispenser 
installation? 

3. Are there existing dispensers to be removed? 

4. What should be done with old dispensers? 

5. Should new dispensers be installed in current 
locations? 

6. What wall materials will the Dispenser 

7. Where should the reserve product be stored? 

MEANWHILE… 

Billing Hub confirms that the Customer contract is in sync with  
the items on the invoice 

Provide one copy of the MRS Order to Production for Load Sheet 
Adjustment 

Make sure to validate ability to 
install within 1 week -  

If not, inform GM immediately 
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MRS ONLY Install - Step 2  MRS ONLY Install - Step 4 
Confirm that Product is ready for install 

At least 1 day prior to Install: 

1. Bring 2nd copy of MRS Order to Production for 
fulfillment 

2. Product will be pulled and NBIM signs Order confirming 
receipt 

3. Make sure you have enough OW product to fill all the 
dispensers 

4. Confirm you have batteries for all dispensers 

The Customer is now ready for installation, see the back cover for 
complete MRS install guidelines.  

WEEKLY INSTALLATION COORDINATION 

 Weekly Meeting with GM, Sales & Production/
Supply Chain 

 Bring the install tracker worksheet 

 Update on any MRS installs unable to be 
completed within 1 week 

 Update on status of all pending installations 

 Notify team of any upcoming vacation or 
scheduling conflicts 

 Make arrangements for assistance and availability 
of Install Toolkits as needed 

If the MRS Package is for an existing customer from Sales, upload the 
package to the Billing Hub SharePoint MC Uploads area. 

 

 

Updates to 
Existing 
accounts 

ONLY 

MEANWHILE... 

Billing Hub keys the MRS item details into Service Desk 
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Run Approved Order Report 
 1 

 2 

On AUSConnect (http://ausconnect.auca.corp/), 
under the Applications tab, go to 
Service Desk.  

Sign in with your User Id & 
Password.  

On the landing page, click the 
Reports link.  

From the Drop down select the report to be displayed: AOR– 
Approved Order Report.  Type in the Market Center and Date 
range, then click Generate Report.  

 5 This report shows ALL the Approved Order Reports for the entire 
Market Center you can filter it in Excel to view only the Customers 
you are installing.  

TO FILTER IN EXCEL:  

1. To select the entire table click the diagonal cut square in 
the upper left hand corner. 

2. On the Data tab, in the Sort & Filter group, 
click Filter. 

3. Click the down arrow in the CID column header,        
so you can type in the CID. Click OK to find the 
specific customer. 

MRS INSTALL Kit 

Cordless Drill or Rotary Hammer Drill 

Extra Drill Battery 

Drill Bit Kit with tile, metal bits 

Screw Bit Kit with a large variety of heads 

Screwdrivers – both Slotted and Phillips 

¼” and 3/16” wall anchors 

#8 / #10 X 1 ¼ “ flat head screws 

Sheetrock screws 

Self-tapping screws 

PVC Saw (for old dispenser removal) 

Razor Blade Scraper 

Hammer 

Stud Finder 

Tape Measure 

Masking or Painter’s Tape 

Pencil 

Level 

Spackle 

Safety Glasses 

Cleaning Supplies 

Handheld Vacuum 

 3 

 4 

When we install the dispensers must comply with ADA requirements. 

http://www.adabathroom.com/ 

Acquire from MC Maintenance Team–                            
Remaining items ordered from Grainger iProcurement site. 
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