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Placing a PUP Order via Shopify 
To get started, navigate to the Personal Use Program page on HVACpartners. 

 

1. You can find the page under “Marketing Tools>Programs & Promotions>Incentives & Financing” 

or access the page directly here: 

https://hvacpartners.com/Pages/MT/Programs%20Promotions/Incentives%20Financing/Persona

lUseProgram.aspx.  

 

2. Select the “Place a PUP order button” on the page 

 

 

 

3. From the My Account page, select your desired category from the Catalog drop down or double 

click Catalog to view all items. 

 

1. Use the Search, Filter By and Sort By options to locate your desired product. When searching use 
an * at the end for partial search (example: 186C*).  
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Edited: February 3, 2021 

 

2. After locating your desired product, adjust quantity when applicable, and select Add to Cart.  

Note: Product details and AHRI Rating information are available to help with your product 

selection.  At this point, be sure to confirm inventory with your distributor.  

 

3. Acknowledge that you have confirmed inventory with the distributor, before proceeding. 

 

To add additional items to your shopping cart, select Catalog in the menu bar. 

4. Select your delivery method. You have the choice of having your order delivered to your 

dealership OR picking up your order from your distributor. Please note, for distributor users, 

pickup will be automatically selected. 

  

 

 

If you select delivery, be sure to enter an appropriate delivery address.  

5. For pick-up orders, choose a distributor location from the Please select a distributor dropdown. 

Pickup address will be auto populated depending on the distributor location that is selected.  
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1. Once you have confirmed you have added all desired products to your shopping cart, select 

Check Out.  

 

 

1. If you do not see the desired delivery method reflected, click on Return to Cart. You will be 

directed back to your shopping cart to updated shipping information. Once you review order 

details on the right and shipping information, if all information is correct click on Continue to 

Shipping. 

 

2. Confirm that order details are correct, then Continue to Payment. 

 
 

Fill out credit card payment and billing details (you will have ability to select a different billing 

address), then click on Pay Now  
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If you receive the error message below, please double-check your credit card details and update 

the information. 

 

1. On the confirmation page, you’ll see the order number in the top left corner of the screen. Save 

this for future reference.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can track the status of your order via text message by selecting Get shipping updates by 

text or via the Shop App by selecting Track order with Shop and typing in your mobile phone 

number.  


