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R E G I S T E R  F O R  T H E  R E W A R D S  
P R O G R A M

All new users must first register for the program by visiting: 
www.monogramtradeprogram.ca
If you have already registered, please go to Page 5.

STEP 1

Click “Register” and fill in the 
required fields. Make sure you:
• Select the primary location of 

the retailer you work with.
• Enter your legal name to 

ensure accurate SIN / BN 
validation

STEP 2

Review and Accept the Terms & 
Conditions.

STEP 3

You will receive an email confirmation 
once you’re approved and can log in to 
start submitting claims.

Click “I Agree | Register Me 
Now” (Note: Please allow 5-7 
business days for your 
registration to be approved).

STEP 4
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http://www.monogramtradeprogram.ca/


R E G I S T R A T I O N  –  S E L E C T I N G  Y O U R  
D E A L E R

It is important that you select the right dealer and location at time of registration. 

Click  the “Lookup” icon next to the 
‘Appliance provider’  field on the 
registration page

STEP 1

STEP 2

Fill out the information to find the retailer 
you work for. You only need to type in a 
few characters of the retailer’s name.

For example, if your retailer is “AAA 
Dealer”, just type in “AAA” and click 
search.
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H O M E P A G E  O V E R V I E W

R E C E N T  C L A I M  A C T I V I T Y
Displays recent transactions and their status. You can click on ‘Details’ to see more information 
about the claim.
▪ Entered means the claim has been entered into the system, but not yet submitted for approval. 

You must ensure that all claims are submitted for approval in order for them to be reviewed 
and processed.

▪ Submitted means the claim has been entered and submitted for approval.
▪ On Hold means your claim is being reviewed further, or that we need more information. 

Click the ‘Details’ button for more information
▪ Approved means the claim’s payment is being processed
▪ Paid means the funds for the claim have been paid to you. Please allow 7-10 business days 

from the displayed Paid date to receive your load funds email.

T H E  D I F F E R E N T  T A B S
▪ Home returns to the main page.
▪ Claims shows all previous activity, and claim status
▪ Promotions shows the current programs available
▪ Payments shows all payment references.
▪ Profile shows you your personal information and is the place where you can change your 

password.
▪ Help is where you can find the FAQs.
▪ Logout will log you off the system.

Once you are approved to 
participate in the Spiff 
program, or are an existing 
user, you can log in using 
your credentials provided at 
registration and view the 
program(s) that you are 
eligible for at any given time, 
along with the eligible 
models and amounts.
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S U B M I T  A  C L A I M

Once you’ve logged into the portal, select 
‘Submit a Claim.’

 

STEP 1

STEP 2
Once program badge appears, click ‘Submit Online Claim’ to 
continue, and review the information required to submit 
your claim. Click 'Continue'.
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STEP 3
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Upload your Store Invoice/Sales Receipt. You’ll then be prompted to enter 
the Invoice information.

If you don’t have an invoice in an electronic format, you can take a screenshot  from your 
desktop and save it as a jpg, png or pdf and attach it, or you can take a photo with your 
smartphone and enter your claim using your mobile device.

To print to PDF on Windows, press Ctrl+P (or go to File > Print), select Microsoft Print to 
PDF or Save as PDF from the printer dropdown menu, and then click Print to save the file. 

To print to PDF on a Mac, open your document, select File > Print, and then click the PDF 
button at the bottom of the print dialog box. From the menu that appears, choose Save as 
PDF, then select a location and filename for your new PDF file and click Save.

You can also take a photo with your smartphone or tablet and email it to yourself or you can 
enter your submission straight from your smartphone or tablet.

The site is fully responsive, meaning you can enter claims on desktop, smartphone or tablet 
and the experience is the same.

S U B M I T  A  C L A I M



STEP 4 You can enter multiple models in one submission by clicking on ‘Add another 
item’.
Confirm, and then click ‘Submit’.  
The system will indicate which program(s) you are qualified for along with the 
associated amount, and the screen will indicate ‘Your claim has been submitted!’
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Additionally, you can add multiple sale invoices at the same time by clicking 
‘Add new claim entry’.

S U B M I T  A  C L A I M



T H E  C L A I M S  T A B
Here you can look at your claims summary. If you want to find a particular 
claim, you can use the various filters.

For example, if you want to see your claims between a particular date range, 
simply select the date range from the dropdown.

R E V I E W  Y O U R  C L A I M S

R E C E N T  C L A I M  A C T I V I T Y
Displays recent transactions and status. You can click on ‘Edit’ or ‘Details’ 
to see more information.

▪ Submitted means the claim has been entered and submitted for review.
▪ On Hold means your claim is being reviewed further, or that we need 

more information. Click the ‘Edit’ button for more information.
▪ Approved means the claim’s payment is being processed
▪ Paid means the funds for the claim have been paid to you. Please allow 7 

to 10 business days from the displayed Paid date to receive your payment 
email.
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T H E  P R O M O T I O N S  T A B
Here you can look at all active promotions per offer type and access any 
associated information such as eligible models and amounts per program.

P R O M O T I O N S

T H E  N E W S  T A B
The news tab will inform, educate and arm you with product information such as 
releases, assets and content.

N E W S
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H O W  P A Y M E N T S  A R E  I S S U E D

Payments via prepaid card will be made weekly.

H O W  T O  V I E W  Y O U R  P A Y M E N T S

O N  T H E  P A Y M E N T S  T A B

You will see the following information:

▪ Paid Date – The date the claim was paid
▪ Type – Program type
▪ Payment – is the 360 payment ID
▪ Payment Reference – not applicable
▪ # Claims – Total number of claims in the payment.
▪  *Click on the number to see individual claims
▪ Claim Amount – Total amount of the payment
▪ Payment Mode – Method of payment
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WE’RE HERE TO 
HELP

Please reach out to the Support Team if you need assistance. 

Email: 
MonogramtradeprogramCAN@email-360insights.com

Phone:  866 726 1270
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