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ACCESS TO THE TREMCO CPG WARRANTY PORTAL

SEALANTS:

DRYVIT:
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NUDURA:

CREATING OR LOGGING INTO A USER ACCOUNT
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SYSTEM DASHBOARDS

DISTRIBUTOR:

CONTRACTOR:
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PRODUCT SEARCH

Product search is used by the submitter to find out the correct Product Category and Sub-
Category a product is located in.  (This search function is helpful to quickly locate product by
name to expedite the entering of a request.)

From your dashboard; Main Menu/Search Warranties/Product Search

In the Product Name Search, either start typing the product name or use the “drop-down” box
until you find the product you are requesting a warranty for.
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The Product Name you have entered will bring up all the listings in Product Category the
product is in.

 If it is located in multipul categories, then you would pick the approiate category in which to
enter your request. (NOTE: All Tremco CPG warranty offerings are located within the Product
Search.)

FILTERED SEARCH

The searching function is in addition to the function on your dashboard that shows all
warranties your company has requested.  Using the filtered search, you have the options to
search by Project Name, address, city, state, Warranty or Sample Warranty number.

After you enter the information, you are searching for, your search results will appear at the
bottom of the screen.  You will then be able to see the status of the request and you also have
the option to go in and view the project.  If the warranty has been issued, you can download a
copy of the warranty. (Again, you can obtain some of this information from your Dashboard)
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CREATING A WARRANTY

STEP BY STEP PROCESS FOR SUBMITTING A WARRANTY

1. Customer requests a warranty thru the Tremco CPG Warranty System

2. Create Project:  fill out project information
a. Project Name, Address, City, State/Province and Postal Code
b. Project Type
c. Date of Substantial Completion
d. Building type
e. Lot Description-if you do not have put in a “X”
f. Building Elevation(stories)

3. Commercial Project Only
a. Fill out this section if you have a General Contractor, Architect/Engineer or

Construction Manager, if you want them listed on the warranty.
i. Note:  if you list one or all of the above, the information needs to be

complete with address, city, state/providence and postal code.

4. Once step 2 and 3 are complete this the “continue” button
5. Next steps would be entering +Add a Warranty and completing the Owner Information

a. Click the “+Add A Warranty” on this screen
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b. Complete “Owner Information”

i. NOTE: the owner information needs to be a legal entity, a company or
Inc, or LLC . It cannot be a project address or location.

c. Product Information: Choose your Product Category and then select Sub-
Category

i. NOTE:  if you do not know the product category, refer to page 4 Product
Search to find the approiate Product Category
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d. Once you select your Product Category and Sub-Category, the Product
Information screen will expand with the selections for your request

i. You check the product (s) that you need a warranty for and fill out
the square or lineal footage.

6. Additional Warranty Info
a. Fill out the Product Installation Completion Date, it can be the same as the Date

of Substantial Completion.
i. If this is a warranty with “Multiple” scopes it can be different then the

Date of Substantial Completion.
b. Email To:  the submitters Email Address automaticlly fills in, if you wish for any

additional person (s) to receive copy of the issued warranty,  you would add a
(,)comma and enter the addional email addresses. (no spacing inbetween names
and (,)comma)
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7. Special Requests- For Commercial Project Warranties Only

a. Consultant (optional); if you have the information and want to fill it in the
“Consultant” box

b. If it is a “Tremco Approved Consultant” and the additional two (2) years is
requested, you must attached the requested reports and site visit notes.

8. Special Request & Instructions
a. Enter any special information for additional years, special warranty type, etc.
b. Requesting a “special warranty” the requirements for each are listed below and

must be attached when requesting the warranty. (i.e. specifications,
workmanship 2 year warranty)

9. Specification/File Upload
a. You can “upload” one attachment; spec’s invoices, workmanship warranty, etc

10. Once warranty is complete you hit “Save and Submit”
a. If you are still needing to fill in some warranty informaion and you want to save

the warranty hit the “Save & Exit”
b.
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i. NOTE: if you have additional attachments after you hit either of the
above you go back into the warranty and go to the “Additional
Attachments “section where you can continue to upload information.

ii. In “additional attachments” if the Warranty Administrator has paperwork
for the Applicator/Contractor or Distributor to sign and reattach, it would
be located in this section and the you would be notified via the “More Ino
Needed” option by the Warranty Admin .

1. Email will come to your email address or you can locatie it on your
dashboard under “More Info Needed” where you would click on

the View tab and read the messaging at the bottom of the
warranty in the messaging system.

2. Do NOT reply to the email. It is a “no-reply” email address.
3. Click button in the email.
4. This will take you to the question or assigned task in the system.
5. Complete request and hit “Save & Submit” to put it back into

submitted state to be processed.
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6.

7.
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11. Messaging
a. Function is for customer to contact warranty admin and warranty admin to

contact customer and/or sales with needed information for said warranty.

b. Click on the (+)  to start conversation.
c. You will get a screen that lists the Warranty Admin, Conversation Subject and

Conversation Message
d. Hit submit and the conversation will come as a email to the

Warrantyadmin@tremcoinc.com email .
i. The conversation will also show in the messaging portion of the warranty.

ii. ALL WARRANTY COMMUNICATION from either the customer or sales or
sales admins are to be done in the messaging system to preserve the
intregity of the warranty when changes, updates, cancellations are
needed.

mailto:Warrantyadmin@tremcoinc.com
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iii. You can also reply to a message at the bottom of the screen in the “Type
your message here, and after you type the message hit the mail
envelope.

iv. It will show up in the Messaging conversation.

12. After the warranty is submitted it is then reviewed by Tremco’s Warranty Admin team.
a. If no additional information is needed then the warranty admin team will send

the warranty to “Sales” to review and approve.
b. If the warranty after review needs additional information , a message is sent to

the submitter in the “More Info Needed” with what is needed.
i. NOTE:  if you receive a message from the warranty admin teamm after

completing what they have requested PLEASE HIT SAVE & SUBMIT

 to put the warranty back into the que to process to sales
for approval.

13. MULTIPLE SCOPES OF WORK
a. A project that has more then one scope of work (i.e. Traffic Coating & Joints &

Sealants) once you complete/submit the first scope, go back to Step 5 on page 6
and start the process over with the creation of a new scope of work.
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CONVERTING A SAMPLE WARRANTY ONCE JOB IS COMPLETED

STEP BY STEP PROCESS FOR CONVERTING A SAMPLE WARRANTY INTO A COMPLETED/ISSUED
WARRANTY

1. Applicator/Contractor/Distributor or Sales Representative
a. Log into the Tremco CPG Warranty system and go to the

i. Dashboard (see path)
ii. Dashboard/Search Warranty/Filtered Search

iii. Enter sample warranty number

iv. (Hit enter)
v. The warranty reference will appear at the bottom of the screen

vi. Hit the “view” button to into the warranty
vii. Go to the messaging section of the warranty (very bottom of warranty

information)
viii. Enter/send message to warranty admin to convert warranty. This will put

the warranty into a not submitted state so that the customer/sales
representative can enter/update the information needed to issue a
warranty.

ix. Click (+) to add the Tremco Employee
x. Put in Conversation Subject “Convert Sample #CPGXXX-XXXX
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xi. Put in message Hit submit

xii. Message has been sent to the warranty administrator.

2. Steps to locating a sample warranty without the warranty number for conversion.
a. Applicator/Contractor/ Distributor logs into the system and goes to their “Main

Menu”
b. Main Menu/Warranties/Create A Warranty

c. Enter in Project name, address, city, state, zip
i. Continue to enter as much information that you have on the warranty

and hit
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ii.

iii. If the system finds another project with similar information, it will give
you the option to add to your warranty to this project

iv.
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v. Click “select” to add to this project.
1. If you added to an existing warranty, you click the button to

“View Project Details” to confirm the correct project (if it is not
the correct project click the back button to create a new one)

2.

WARRANTY ADMINISTRATOR PROCESS

3. Warranty admins receive email in Outlook

a. Warranty admin clicks link and goes into the message from the customer or sales
requesting the warranty be convert so that it can be updated and issued.

4. Warranty admin hits the button

(WA hits yes)
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5. Warranty status changes to “not submitted”
a. Warranty admins go back to the messaging system within the warranty and

sends the customer/sales a message that they can go into the warranty to
update.

b. Status Not Submitted
i. Not Submitted warranty maintains the “same” warranty number as the

sample request. (S-CPGXXXX-XXXXX)
ii. Customer / Sales can update/edit/complete warranty information.

iii. Any approvals, attachments, messages, from the sample warranty will
still be maintained within the new request. (This saves time for your
customer and owner to get their closeout paperwork)

PROCESS-APPLICATOR/CONTRACTOR/DISTRIBUTOR/SALES REPRESENTATIBE TO COMPLETE
REQUEST

1. Applicator/Contractor/Distributor/Sales Representative to
a. Go into the “not submitted” warranty

i. This can be done by going to your Main Menu

1. Search Warranties/Filtered Search
2. Put the warranty number in the “Warranty Number/Sample Number”

and hit enter to bring up the warranty

3.
4. OR go back in thru the messaging when you receive an email

about the status of the warranty.
5. Edit/Update/Complete all information (refer to creating a

warranty steps)
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a. Including missing information

6. Once updated hit to put the warranty into a
“submitted status

a. This puts the warranty back on the Warranty Admins
Dashboard to review to be issued.

7. After the updated version is “Submitted”
a. Warranty will then show on the requester’s “dashboard”
b. Submitters email to be loaded into the email on the

warranty automatically
8. Once reviewed by the Warranty admin and approved by the sales

rep, the warranty is then issued to the submitter.
a. This issued warranty will be sent to them thru the

warranty system
b. They will be able to download additional PDFs from their

dashboard.

Questions or entering issues, please contact your local sales representative for help or please
email warrantyadmin@tremcoinc.com .

mailto:warrantyadmin@tremcoinc.com

