
Subject: Warranty Department Important Information 

Dear Current Sposen Homeowner, 

We hope this email finds you well. The purpose of this email is to introduce a new contactless way of 

creating a warranty claim for your home that will be effective November 2, 2020. 

This new warranty claim procedure will be processed through BuilderTrend. You will need your login 

information, consisting of your username and password.  If you do not have your login information, 

please email warranty@sposenhomes.com and we will resend it to you.   

Once logged into BuilderTrend.net please follow these steps to successfully submit a warranty claim. 

 

Step 1: Welcome Screen 

 

This is your welcome/home screen. Navigate to the Project Management tab at the top of the screen 

(highlighted in yellow). Here you will select “Warranty” from the dropdown screen.  

Step 2: 

 



Once on the warranty screen you will see a green button labeled “New Claim.” Click on that button to 

generate a new claim message. 

Step 3: 

 

The claim message window will pop up with a “Warranty Request Details” window.  

In the “Title” line you will state which trade the warranty items pertain to. For instance, if your claim is 

to request cracked tile to be repaired you will write Cracked Tile.   

In the “Category” drop down menu you will select the trade that corresponds with your title. In this 

instance, you would select Tile. 



 

In the “Priority” drop down menu you will select Low, Medium, or High. If you are experiencing an 

Emergency, please contact the vendor pertaining to the trade in your warranty handbook directly.  

In the “Description” fill in area, please describe in detail the issues you are experiencing. Indicate where 

the problem exists, whether it is interior or exterior, how long the problem has been present, if it has 

been addressed in the past, etc. 

In the “Attachments” you will click the “Add” button to attach pictures to support your claim. Adding 

pictures is very beneficial to our warranty department to best determine the next step in resolving your 

claim. You can click the “Browse My Computer” button or you can drag and drop your files into the 

highlighted area. 

   

When the file is attached successfully you will see the image appear in the window and to confirm the 

attachment you will hit the “Attach [#] File” button that highlights to blue once an image is ready to be 

attached. This will finalize the pictures attachment. See image below. 



 

 

The final step to complete the warranty request is to click “Save” button at the top left of the window. 

You may need to close the window after saving, click the x on the top right corner. 

 

 

Step 4: New Service Requests Page 



 

Click outside the pop-up window and it will bring you back into the main warranty request frame where 

you will see the claim listed under the “New Service Requests (builder will update)” section.  

At this time, the message will be sent to our warranty concierge staff. Claims will be handled on a case 

by case basis and will need to be evaluated prior to any work being completed on the property.  

Your communications with the warranty department and the status of your claim will be filtered 

through BuilderTrend, so be sure to maintain your login information for the duration of your warranty 

period to monitor its progression. 

Step 5: Current Service Requests Page 

 

When the claim is received, reviewed, and classified you will see it move under the “Current Service 

Requests” section.  You can click on the claim to review any details. 



 

Click on the number under the text bubbles (highlighted in yellow) This will allow you to see any 

comments or messages. 

A pop-up 

window will appear. Communication about coordinating appointments will be in this area. In the 

comments box you can write down if certain times and dates are better than others. Also, if there are 

any other questions or concerns regarding this warranty request. Once you type in a message click the 

blue “Send” button. 

Step 6: Accepting Appoitment 



 

When the warranty department has scheduled an appointment with the designated sub-contractor, the 

warranty item will now show who it was assigned to and “Accept Appointment” will show up 

(highlighted in yellow).  

Click on the “Accept Appointment” 

 

A pop-up will appear if you have any notes to add, type them in the “Notes” box before accepting. Then 

click the blue “Accept” button. 



 

A second pop up window appears. Click the blue “Accept” button. 

 

Once appointment is completed the pop-up will update and show you have accepted and any notes you 

wrote. 

Step 7: Open Feedback on Past Appointments 



 

Once the appointment has passed, the claim will now be listed under “Open Feedback on Past 

Appointments” section.  

 



Click on the “Feedback Required!” (highlighted in yellow)

 

A pop-up window appears. Scroll down until you can see everything in the “Appointment List” section. 

 

Click on the drop-down menu under “Feedback Status” section. 



Step 7a: Meets Warranty Standards 

 

After the assessment, if the issue falls under warranty standards and we do not fix; you will select 

“Meets Warranty Standards.”  

 

This will close the warranty ticket in the system. 



Step 7b: Valid Warranty Claim 

 

The warranty item is valid, and we told you it would get repaired. Select “Ready for Next Phase” in the 

drop-down menu. If there are notes from assessment, write them in the “Appointment Notes” box. 

Finally, click the blue “Save Feedback” button. 

 

The window will refresh and show “Feedback Status” in green letters it will say “Ready for Next Phase.” 

You can click out of the window or click on the “X” at the top right corner of page to close the window. 

 



Step 8: Warranty item Assigned 

 

The warranty item will now be assigned to a subcontractor to repair. The subcontractor will set an 

appointment. 

   



Click on “Accept Appointment” and a pop-up window will appear.

 

At this point you will look at the appointment, you will decide if you can or cannot accept the 

appointment. In the “Notes” write a set of days and times you are available if you need to reschedule. If 

the date and time showing is okay, click “Accept” if it is not click “Reschedule.” 

 

Once the appointment is accepted it will show up in green letters as “Appointment Accepted.” 



Step 9: Open Feedback on Past Appointments 

 

Once the appointment has passed and the service was completed. It will automatically move into “Open 

Feedback on Past Appointments.” Click on “Feedback Required.” 

 

A pop-up window shows up and you will click on the drop-down menu under “Feedback Status.” 



 

Select “Service Completed” in the dropdown menu. If there are any notes from the appointment that 

needs to be relayed to the warranty department, write them in the “Appointment Notes” section. 

Finally, click on the blue “Save Feedback” button. 

  

The pop-up window will update and show the appointment as “Service Completed” 



Step 10: Completed Requests

 

Once the warranty department receives the message that the service was completed, they will close the 

warranty item. The claim will now be listed under “Completed Requests” section. 

All warranty item claims that have been created and completed will be in this section. You can click on 

the warranty claims to review what was done and any notes. 


