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Keystone RV Company

Section 1:
SPIFFs Process




How to Create a New Sales Person

To add a new sales person to your dealership location, an administrator will click on
“View Account”.

Click on “Add Sales Person”

Record the “User Name” and “Temporary Password” the system generates for the new
Sales Person and fill in all contact information. Note: All User names require the
Extension @kxd.ext (For Example: Y7254@kxd.ext)Passwords are case
sensitive.
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Next, select the Security for the user. For a single location, use “Dealer Security”, if the
user needs access to multiple dealership locations, use “Group Security”.

o Dealer Security — User can only access the dealership they are assigned to.
e Group Security — User can access all dealerships in the Web Group.

The system will allow security in one or the other, not both. If you need rights to claim
both types of SPIFFs, two log-ins will be required.

e Sales person — Select if claiming sales SPIFFs to be paid directly to the Sales
Representative.

e Dealer — Select if be claiming sales SPIFFs to be paid to the dealership.

All dealerships will need at least one log-in with “Sales person” security as
only those IDs are available to pull into registrations. For dealers that
claim “Dealer” SPIFFs only, please add a log-in under the Company Name
and give it a “Sales person” security. The dealership name will then show
in the drop-down for the registration and allow registration completion.

Next, click the OK button at the bottom of the screen and receive a notification bar that
the user has been set up.

Special Note:

Sales person must log in and complete a secure information section before
SPIFFs can be paid to them directly. New SPIFF User IDs, for Salesperson AND
Dealer type, require Keystone personnel validation. Please wait for the next
business day for the ID to be validated to claim SPIFFs (excluding weekends and
holidays). Your SPIFF user ID will not be able to claim any new programs until it
has been reviewed.
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Logging In for the First Time for a SPIFF Account

Dealer SPIFF Account

Users with dealer security upon log-in will be taken directly to the message board
where you can select from the Navigation Bar. Contact your Keystone RV Sales
Representative if any changes/updates are needed.

Sales Person SPIFF Account

A user with Sales person security upon log in will be required to set up a profile and
enter their secure information. Please fill in all information making sure that you enter
your Tax ID number in the proper format for your country. See screen shot below.

Note: This information will be used by Keystone to issue payment of your SPIFFs so
please verify its accuracy.

Next, click on the Change now button and receive notification that your information
has been updated.

Special Note:

Changes to a SPIFF User ID Name or Address require Keystone personnel
validation. Please wait for the next business day for the update to take place
(excluding weekends and holidays). Your SPIFF user ID will not be able to claim
any new programs until it has been reviewed.
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How to Update Your Contact Information

From the Navigation Bar, select Edit Contact Info.

Your current contact information will be shown. Edit any field, then click Change Now
and receive notification that your information has been updated.
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How to Update Your Name or Address

From the Navigation Bar, select Edit Name or Address.

Your current contact information will be shown. Edit any field, then click Change Now
and receive notification that your information has been updated.

Note: For security purposes, you will need to enter your Social Security number or Tax
ID number to validate your changes.

Special Note:

Changes to a SPIFF User ID Name or Address require Keystone personnel
validation. Please wait for the next business day for the update to take place
(excluding weekends and holidays). Your SPIFF user ID will not be able to claim
any new programs until it has been reviewed.
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How to Register a Unit

From the Navigation Bar, select Warranty Registration.

Enter the full VIN number or just the
eight digit serial number.

Or

Choose from the list of unregistered units and scroll using the arrows at the top of the
page.

Then, click register now.

The selling dealer information will default.

Enter the buyer’s information. Red asterisks indicate a mandatory field.
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Next, from the drop down, select the Sales person who sold the unit. This action is
required to complete the Warranty Registration process. If the sales person is not
available in the table, refer to your administrator to have the correct sales person set
up. The salesperson SPIFF number will fill in the name field.

Then, select Next and complete the Acknowledgment box. Note: a message will
display indicating any errors or required fields missing.

After registration is complete, you have the option to view/print the warranty
registration in a PDF form.
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How to Change a Sales Person on a Warranty Registration

From the Navigation Bar, select Edit Warranty Sales Person. This function must be
performed by a user with security to enter warranty registrations.

Search using the full VIN or the 8 digit serial number or by using the arrow buttons to
scroll through the grid.

Select the number in blue in the Dealer Salesperson column for that VIN.
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The screen will display the current sales person information. To change, click the Look
up to open the sales person table and select the new sales person. Next, Save and
receive notification that your information has been updated.
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How to Submit a SPIFF

Note: SPIFFs can be paid to a sales person or dealer but must be submitted within 30
days of warranty registration.

Select All SPIFFs from the Navigation Bar.

This table contains all SPIFFs that have been created for your dealership. Select

Status to sort SPIFFs by status or use the Search functionality to find a VIN, Item
number or Program ID.

To submit an approved SPIFF, click on the VIN number in blue.
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This will display the SPIFF Program assigned by Keystone Sales. If accurate, select Next. (If
the program is not accurate, please contact your Keystone Sales Representative.)

Next, verify all SPIFF sales person information is correct and check I confirm that the
information above is correct. Then click the Finish to submit the SPIFF and receive
confirmation the submission is complete.

Special Note:
SPIFFs must be claimed within 30 days of the retail sale date entered on the
registration.
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Error Messages

Here are some of the following errors that you could receive. If you believe you received any of
these in error please contact your Keystone Sales Representative.

Complete the warranty registration and re-submit.

A different Sales person was assigned when the warranty registration was submitted.

This VIN was not sold during the SPIFF Program'’s date range.

The incentive was not submitted within the number of days allotted after the retail registration
was submitted.
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What is the status of my Submitted SPIFF

Select My SPIFF’s from the Navigation Bar.

This table shows the status all SPIFFs you have claimed. Select Status to sort SPIFFs
by status or use the Search functionality to find a VIN, Item number or Program ID.

You can view that status or any information on a specific SPIFF from this screen.
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