
Savings Central 

Trade Ally Online Rebate Form Training Manual 

Navigating the Site 

 

URL: http://chtradeallyonline.programprocessing.com/ 

 

At the top of the page you will see a series of links: 

• Program Home – Returns you to the home page. 

• Apply Now – The online application form. If you have not logged in, you will be automatically 

redirected to the login page before you can start a new application. 

• Customer Login – Log in to the site using your username and password. If you do not have a 

username and password, you can also create a username from this page as well. 

• Contact Us – This page contains a form to fill out to contact the program administrator. 

 

 

 

 



Home Page 

 

The home page provides information on what documentation you will need to complete your rebate as 

well as links to the AHRI database and our Online Rebate Training Manual. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Customer Login 

 

The Customer Login link will bring you to the above page. If you have already signed up, you can log in 

using your Email Address and Password. If you forgot your password you can choose to have a 

temporary password emailed to you so you can log in. Successfully logging in with your existing 

username and password will bring you back to your unique Program Application Center. We will 

provide an overview of this section later on in manual. 

If you are a new user to the Online Rebate site, please click Create Account under the New User 

heading. 

 

 

 

 

 

 

 

 



Creating a New Account 

 

To create a new account, please fill in all of the information in the form.  

Important Note: In the Utility Account Number field, please enter your company’s main telephone 

number. 

Once you have submitted your information you will be automatically redirected to your personalized 

Program Application Center. This section does not have any information until applications have been 

submitted so we will review how to submit an application before we discuss the application center in 

detail.  

*Remember to store your username and password for later use. 

 

 

 

 

 

 



Apply Now 

 

To begin a new application click the Apply Now link and then click on Begin Application. 



 

Step 1: Fill out the contact information for the Rebate Applicant.  

PLEASE FILL THIS SECTION 

OUT WITH THE CONTACT 

INFORMATION FOR THE 

REBATE APPLICANT 



 

Fill out the contact information for the Rebate Applicant. If this person is the same as the rebate 

applicant, click “Same as Home/Business information” to automatically fill this section in with the 

information from the rebate applicant above. 

 

Finally, select your company from the Trade Ally drop down box.  If you’re company does not appear on 

the drop down list, please contact Frank Nitti at Frank.Nitti@icfi.com.  

PLEASE FILL THIS SECTION 

OUT WITH THE CONTACT 

INFORMATION FOR THE 

REBATE APPLICANT 



 

Step 2: Fill out the Application Information. The questions with red asterisks are the only fields that are 

mandatory.  

Please note: We require a dated sales receipt and an AHRI Certificate (or manufacturer spec sheet in the 

event an AHRI certificate cannot be provided). Please check off the boxes for “Additional Information 

Required for Rebate Application” if you are able to provide that documentation when submitting the 

application. Not submitting this required paperwork may delay the processing of your customer’s 

rebates until the documentation can be obtained by our processing team. 



 

Step 3: Click on the Add: New Equipment button to open up the Add Equipment window. 

Please choose the category that your product falls under; Residential Electric, Residential Gas, or Trade 

Ally Rebate category. Commercial Gas projects cannot be submitted online and must be mailed to the 

processing center address on the application. 

Residential Electric equipment categories include: 

• Air Source Heat Pumps 

• Central A/C 

• Duct and Air Sealing 

• ECM
1
 

• Water Heater 

• Controls 

 

                                                           
1
 Please note that ECM’s generate electric savings and are listed under Residential Electric. To submit a gas furnace 

with an ECM, the gas furnace should be submitted under Residential Gas and the ECM as Residential Electric. 

Please see the example detailed in this guide. 



Residential Gas equipment categories include: 

• Boilers 

• Duct and Air Sealing 

• Furnace 

• Controls 

• Water Heater 

The Trade Ally Rebate category is selected for a Quality Install and requires a Trade Ally Terms and 

Conditions sheet to be submitted. 

 

After you have selected your product type and category, the product box will generate which lists the 

rebate tier levels. When you have chosen the qualifying rebate tier level the Attributes box will generate 

below it. 

In the Attributes box, please ONLY fill in the sections with the red asterisk as they are required. DO NOT 

change the auto generated fields such as Incentive or Measure Life. 

As the above image shows, if you are missing information from a required field and try to submit the 

application, the Attributes box will automatically update with an error message next to the required 

fields that are missing. 



When you are done, click the submit button. Continue this process for any remaining equipment rebates 

you wish apply for. 

 

 After you have finished entering all the Equipment Information, click submit. 

 

 

 

 

 

 

 

 

 



Program Application Center 

 

Please note that more detailed information is available under the Help tab in the Program Application 

Center. 

The Program Application Center will provide you with easy accessibility to applications that you have 

submitted in the past, your open tasks, and messages sent to you from our processing team. 

• Applications will list all of the applications that you have pending. Clicking on the link will 

automatically take you to the Applications tab above. 

• Tasks will list projects that require additional information or files to be uploaded before we can 

complete the processing of your application. 

• Messages will list any messages from the processing team on follow-up that is needed on your 

application before we can proceed with processing. 

Clicking on the project link under Tasks will open up the Manage Application window. 

 

 



Manage Application 

 

On the left side of the window, you will see the general information on the project such as submitted 

date, project number, and contact information. 

On the right is a box with multiple tabs. These will be reviewed below but the most important tab to pay 

attention to is Your Tasks. 

Messages – Lists all of the notes and messages made on the account. 

*Your Tasks – Lists the tasks that have to be completed for the application to be moved forward in 

processing. 

The Savings Central program requires specific documentation for each application including:  

• signed copy of the customer terms and conditions  

• itemized sales receipt or invoice 

• AHRI certificate or manufacturer’s spec sheet if no AHRI Certificate is available. AHRI certificates 

are available through http://www.ahridirectory.org/ahridirectory/pages/home.aspx. If you 

require assistance in searching for your equipment’s certificate, please reach out to one of the 

Program contacts below. 

IMPORTANT NOTE – Not all of the tasks listed here are required. The above documentation can be 

uploaded in one file if convenient. The number of file uploads cannot exceed four. 

After you upload a document, click Refresh in the upper right corner, this will refresh the page, updating 

the task to complete. 



Equipment – Lists the equipment that was submitted on the application.  

Files – Lists the documents that have been uploaded for the application. These can be downloaded and 

reviewed. 

Docs – Lists documents that were created and uploaded by the processing team. 

Application – Electronic version of the application that was submitted.  

Rebates – Lists the rebate amount approved for this project after review. This is created by the 

processing team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Please feel free to provide feedback on your experience using the online rebate process by clicking on 

Contact Us and filling out the form.  

For questions about using the online rebate form please contact Frank Nitti at frank.nitti@icfi.com or by 

phone at 617-250-4269. 

 

Thank you very much and we welcome your feedback on how we can improve our systems to work best 

for you. 

FOR YOUR USE 

  

Username:            

 

Password:            


