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1. Login to the Partnership Hub

2. From the Homepage, Select the Register Guarantees Quick Link.

Creating a new single registration
Registering an installation
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3. Select the type of registration, 

‘Create WB Guarantee’

4. Then, choose your DCS 

Agreement. Using the drop-

down boxes, choose the 

contract you require to register 

the boiler against and then 

select ‘Begin Registration’.

Creating a new single registration
Registering an installation
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5. The next step involves entering the details of 

the product(s).

•    Select ‘Add’ and then the product is now added 

ready to complete the registration.

•    Repeat this step for any accessories or products 

required

• Select continue once all products have been 

added to the registration

Creating a new single registration
Registering an installation
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6. The next step involves completing the 

installation details. 

• Please ensure sections with a * are completed 

as these are mandatory fields. Once this has 

been completed, select ‘Continue’ to proceed.

Creating a new single registration
Registering an installation
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7. The next step involves completing the details 

of the customer. 

• Please ensure all mandatory fields with a * are 

completed, otherwise the registration will not 

complete. 

• It is not necessary to complete all the details, 

please only complete the details that are 

available. 

• There is also the option here to add 

alternative contacts if required. When this is 

completed, please select ‘Continue’.

Creating a new single registration
Registering an installation
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8. The final step involves reviewing the 

guarantee.

• Please ensure all the details are as 

accurate as possible. If there are 

any details that are incorrect, it is 

possible to select ‘Edit’ to alter the 

information you wish to change. 

• To complete the registration, ensure 

‘Confirmation of Details’ is checked, 

as demonstrated below, and then 

select ‘Continue’.

Creating a new single registration
Registering an installation
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9. The guarantee has now been registered, and you will be able to download the Guarantee Certificate.

• It is possible to return to the Partnership Hub home screen or conduct another registration. 

Creating a new single registration
Registering an installation
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1. From the Homepage, Select the Register Guarantees Quick Link.

Creating a Gas Safe Registration
Gas Safe Notification
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2. Select Create WB Guarantee from the pop-up

3. Then select the DCS agreement you would like to register 

against and click ‘Begin registration’

Creating a Gas Safe Registration
Gas Safe Notification
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4. Select the option ‘Guarantee with Gas Safe 

notification’ on the right hand-side. 

Creating a Gas Safe Registration
Gas Safe Notification
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5. The next step involves entering the details of the 

product(s).

•    Select ‘Add’ and then the product is now added 

ready to complete the registration.

•    Repeat this step for any accessories or products 

required

• Select continue when all products have been 

added to the registration

Creating a Gas Safe Registration
Gas Safe Notification
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6. The next step involves completing the installation 

details of the product. 

• Please ensure sections with a * are completed as these 

are mandatory fields.

• Fields towards the bottom of this page require you to 

select the installing engineer to notify Gas Safe. (It is 

also possible to select Sub-Contractor and enter the 

Company Gas Safe number along with the installing 

engineers Gas Safe Card number.

• Once this has been completed, select ‘Continue’ to 

proceed.

Creating a Gas Safe Registration
Gas Safe Notification
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7. The next step involves completing the details of the 

customer. 

• Please ensure all mandatory fields with a * are 

completed.

• There is also the option here to add alternative 

contact details. (Please note, Alternative contact 

details can be filled in to have the physical Gas Safe 

certificate sent to another address. Once the 

Alternative contact details have been filled out, 

ensure you select the address to send the Gas Safe 

certificate to from the drop down.) 

• When this is completed, please select ‘Continue’.

Creating a Gas Safe Registration
Gas Safe Notification
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8. The final step involves reviewing the 

guarantee.

• Please ensure all the details are as accurate 

as possible. If there are any details that are 

incorrect, it is possible to select ‘Edit’ to alter 

the information you wish to edit. 

• To complete the registration, ensure 

‘Confirmation of Details’ is checked, as 

demonstrated below, and then select 

‘Continue’.

Creating a Gas Safe Registration
Gas Safe Notification
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9. The guarantee has now been submitted, and you will be able to download the Guarantee & Gas Safe 

Certificates.

• It is possible to return to the Partnership Hub home screen or conduct another registration. 

Creating a Gas Safe Registration
Gas Safe Notification
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1. From the Partnership Hub home screen, select the Bulk Upload option from the Quick Link bar. 

2. This will take you to a screen where you can upload your .csv file for registration

Registering via Bulk Upload
Bulk Upload
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3. Please complete the template that is linked and save as a .csv file
The template contains colour coded columns;
- Green columns: mandatory
- Red columns: One column to be filled in
- White columns: only complete if required 
• When filling in serial numbers, please use dashes and when filling in 

installation date, please use slashes. 

• Further guidance for completing this template are available by 
selecting the ‘Instructions’ button. 

Registering via Bulk Upload
Bulk Upload
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4. To upload the file, select ‘Chose file’ and locate your CSV file. Once selected, click on the Upload CSV button and 
this will start processing your Bulk Upload. 

• The status of your upload is displayed as shown below. 

Registering via Bulk Upload
Bulk Upload
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Identifying & Fixing Upload Errors



Confidential | Bosch Service Solutions Limited | HC/SGB-AD1 | 2024-09-27

© Bosch Service Solutions Ltd. 2024. All rights reserved, also regarding any disposal, exploitation, reproduction, editing, distribution, as well as in the event of applications for industrial property rights.

1. If errors are identified on the bulk upload, the portal will generate an error form to download.

2.  Once opened, the error form will note what has caused the error.

Identifying & Fixing Upload Errors
Bulk Upload Error Form
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3. The next step involves fixing the issue(s) mentioned in the error message(s).

• If the error message is saying the serial number is invalid, please check the serial number has been inputted 
correctly. If it is correct, please send an image of the serial number badge or sticker to the Worcester 
Specification Team. 

• If the error message is that the serial number is already registered, please check whether this serial number has 
already been registered by yourselves using the Guarantees section of your Portal. In the event it was not 
registered by yourselves please contact the Worcester Specification Team. 

• If the error message is that the product is not on your chosen agreement, please check the correct DCS 
agreement has been selected, if so please contact the Worcester Specification Team along with the serial 
number to have this added onto your Agreement. 

Identifying & Fixing Upload Errors
Bulk Upload Error Form
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4. The file needs to be saved again for it to re-upload.

NB: Please only include registrations which were included in the Error Report, all other registrations uploaded in the 
first Bulk Upload will have been successfully registered.

• When saving the file, ensure the file is saved separately to the one that was originally uploaded. 
Upload this file again, following the same steps as before.

Identifying & Fixing Upload Errors
Bulk Upload Error Form



Claim Submission

Submitting a claim on your DCS 
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1. From the home screen of the Partnership Hub, 
select Manage Claims from the Quick Links. 

Submitting a claim on your DCS Agreement
Claim Submission

2. From this screen select the Create New Claim button 
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3. A pop up modal will ask you to confirm 
the DCS agreement you would like to 
make a claim against. Once selected from 
the drop down, select next.

Submitting a claim on your DCS Agreement
Claim Submission

4. Once the DCS Agreement has been selected, the Pop-

up modal will display the credits that can be claimed. To 

create your new claim, please press Submit Claim.
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5. Once the new claim has been submitted, you will be 
taken back to the claims screen where you will be able to 
see the most recent claims submitted. 

• The table below details specifics for each claim and 
provides a downloadable report.

Submitting a claim on your DCS Agreement
Claim Submission
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1. From the home screen of the Partnership Hub, 
select ‘Manage Guarantees’ from the quick links 
bar. 

Viewing your Registrations
Guarantee Search

2. The next screen will then give you a view of all 

registrations made on all DCS Agreement. 

• This can be filtered using the Table Filters.
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3. You can search serial numbers & post codes using 
the search box above the table.

• Using the action button will allow you to view 
individual registrations as well as Download the 
Guarantee Certificate.

Viewing your Registrations
Guarantee Search



Incomplete Guarantees

How to view your Incomplete 

Registrations
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1. From the home screen of the 
Partnership Hub, select Manage 
Guarantees from the Quick Links.

How to view your Incomplete Registrations
Incomplete Guarantees

2. If you have Incomplete Guarantees, 

these will be made visible by a banner 

on screen with an option to view and 

complete them. 
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3. A modal will then display on screen showing each Incomplete Guarantee on your account and the progress. 

4. Selecting View and then edit will allow you to continue submitting the Guarantee. At the end of this you will be able 
to Download the Guarantee Certificate.

How to view your Incomplete Registrations
Incomplete Guarantees
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How to download a 

Guarantee Report
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1. From the home screen of the Partnership Hub, select ‘Manage Guarantees’ from the quick links bar

2. It is then possible to use the table filters to display certain registrations.

How to download a Guarantee Report
Guarantee Report
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3. Once the table has been filtered and results are 
displayed, it is possible to use the ‘Download 
Table as Report’ button to produce a spreadsheet 
containing full details of each registration.

How to download a Guarantee Report
Guarantee Report



DCS Agreement Overview

How to view your DCS 
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1. From the homepage of the Partnership Hub, 
select Manage DCS Agreements from the 
Quick Links box.

How to view your DCS Agreements
DCS Agreement Overview

2. The following screen contains a 

table with your DCS Agreements, it is 

possible to view these by selecting the 

View button.  
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3. This screen shows you specific 
details for this Agreement. You can 
see the Guarantees registered, 
claims made and the products on 
your agreement. 

How to view your DCS Agreements
DCS Agreement Overview
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