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 Group: National Sales October 11, 2018 

ATTN:  

☒ Sales Manager 

☒ F&I Manager 

☒ Sales Consultant 

☐ All Staff 

☒ Dealer Principal 

☐ Service Manager  

☐ Service Advisors  

☐ Technicians 
 

☒ General Manager 

☐ Parts Manager  

☐ Parts Advisors  

☐ Warranty Manager 
 

Model(s):  All 

 
Bulletin Summary: 

 
There is some confusion regarding the process to register an H-Promise unit as Certified in the system as 
well as how to add the Certified Warranty to the unit in the system. 
 
The entire Registration and RDR process for H-Promise can only take place in SAP.  You cannot register a 
unit as CPO or add an H-Promise warranty within AS400. DO NOT USE AS400 for any H-Promise 
processes. 
 
Please find attached a complete, step by step, guide of how to first register an H-Promise Certified unit in 
SAP, and also how to register the sale and add the standard or optional warranty to an H-Promise Certified 
unit in SAP.  This guide will also illustrate how to generate and print the required H-Promise documents 
(Customer Certificate, Warranty Application and Exchange Policy).  The documents will be pre-populated 
however both the Warranty Application and the Exchange Policy documents require both the dealer’s and 
customer’s signatures.  

 

H-Promise Certified Pre-Owned Registration and Retail RDR Process: 
Step by step procedure for how to register an H-Promise unit. 
Step by step procedure for how to RDR an H-Promise unit. 
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CPO Registration and Retail Process 

CPO Registration and Retail RDR Process is completed through SAP. 

Step One: Vehicle Registration as a CPO unit.  This step should be completed as soon as a vehicle is reconditioned, the check list completed, and 

it is ready to be presented to a customer.   

 

I. Click “Sales” from top Menu  

II. Click “Sales” from sub-menu 

III. Click “CPO” from Left hand Navigation.  (This will automatically bring the user to the “CPO Registration” Screen. 
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IV. Input the vin of the Certified Pre-Owned vehicle and click “Inquiry”. 

V. Click “CPO Register” button. 

 

 

 



Page | 3 
 

 
 

VI. Enter the mileage of the CPO vehicle (must be greater than previous mileage entered in the system) 

VII. Select the registration date. 

VIII. Click “Save” button.  A message will pop up stating “Vehicle registration successful”. 

You are now complete the Registration Process. 
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Step Two: Vehicle Retail Sale Registration (RDR) as a CPO unit.  Once the vehicle is sold, you will need to register that 

sale in SAP with the customer information and the warranty upgrade (if applicable).  Note that this step cannot be completed if the 

vehicle has not already been registered as a CPO unit.  It can take over night for a registered unit to appear in SAP so that it can be 

sold.  REGISTER YOUR CPO UNITS EARLY.  DON’T WAIT UNTIL IT IS SOLD TO REGISTER THE UNIT. 

 

Now that the vehicle is registered as CPO, you must retail this vehicle to a customer so that the warranty is attached to the vehicle.  

I. Click “CPO vehicle List” from the navigational menu. 

II. The dealer can now inquire into their own CPO inventory to find the correct vehicle to RDR.  

III. There are several different fields that can be used to narrow down the inquiry.   

 Carline, Model year, Registration date, Exterior Colour, VIN, Status (required field) (Registered - In CPO inventory), (Retailed - 

CPO vehicle that has already been retailed to a customer), or Deleted (deleted out of CPO inventory). 

 CPO retail Sales Date -> If a dealer would like to inquire into previously retailed vehicle, they can enter the date range here. 

 Interior Colour -> Interior colour of the vehicle. 

IV. After the dealer inputs all of the information into the above fields, click “inquiry” to display the vins that meet the entered requirements. 
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V. Locate the vin that is to be retailed.  Select this vehicle by selecting the radio button. 

VI. Click “CPO Retail Sales” 

 

VII. Select the Sales Type: CPO Retail 
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VIII. Select the Sales Sub Type: CASH TRANSACTION, SCOTIA DEALER ADVANTAGE, SCOTIABANK 

 

IX. Select the term (if applicable) 
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X. Enter the Odometer amount.  

XI. Select the appropriate Sales Consultant from the drop down menu. 

XII. Select the appropriate Sales Manager from the drop down menu.  

XIII. Select the appropriate Business Manager from the drop down menu. 

 

XIV. Enter the Retail Date. 
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XV. Select the type of customer. 

XVI. Input the remainder of the customer’s personal information. 
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XVII. After all customer’s personal information is entered, enter any applicable vehicle trade in information. 

XVIII. Next, select the “warranty” button. 
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XIX. The above window will pop up listing all possible warranty combinations including the basic CPO warranty and all upgrade options.   

 NOTE:  The Basic CPO warranty ( 1 yr / 20,000 km PowerTrain) is NOT at the top of the list.  The basic warranty is highlighted 

above. 

 We highly recommend that you offer the upgrade options to your customer as CPO customer are much more likely to buy an 

upgrade warranty than a non CPO customer. 

 In addition, when the customer chooses to upgrade to a different warranty the cost of the basic certification and basic warranty 

will not be charged to the dealer.  This makes the entire warranty customer paid. 
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XX. Enter the Sales Date and the Retail Total ($0 if customer chooses the basic warranty) and click Save.  
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1. Click “Save”. 

2. A window will pop up that says “Your process has been successfully completed” 
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Step Three: Printing Warranty Documents.  Once the Vehicle is updated in the system as sold you will need to print out the 

warranty documents for yourself and for your customer.   

 

I. Click “Miscellaneous” from the Sales sub-menu. 

  

II. The page above will be displayed.   

III. Enter the vin. 

IV. Select the appropriate date range 

V. Select “CPO” as the retail type.  

VI. Click on “Inquiry” 
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VII. Find the appropriate vehicle in the list. 

VIII. Click the icon under the “print” column. 

IX. The warranty documents (Hyundai Protection Plan Certificate, Warranty Application) will be generated and can be printed by the dealer. 

 

 

 

 


