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INTR OD UC TION  TO  V A LO  C OM M ER C E   

The VALO Commerce solution from InnerWorkings is a global platform for selling virtually anything online 

via a familiar, highly customizable online storefront experience. Products may include promotional items, 

apparel, standard print items, and custom print jobs using templates with variables. 

USING  V A LO  C OMM ER C E  

ACCESSING YOUR COMMERCE SITE 

Access the log in page at https://wacmerch.inwk.com/. Provide your username (your email address) and 

password to log in.  

 

If you’ve forgotten your password, click the Forgot your password? link. Enter your username, which is your 

email address. You will receive an email with a link to the password reset page. 

 

Note: If you do not receive the password reset email, look in your spam/trash folders.  If you still do not see 

the email, contact your IT representative to add support.wac@inwk.com as a safe sender and repeat the 

steps above. 

  

https://wacmerch.inwk.com/
mailto:support.wac@inwk.com


 
 

BROWSING THE CATALOG 

After logging in you will be directed to the catalog home screen.  

To find a specific item, you can browse through the categories on the left side of the screen or enter a 

keyword in the search field at the top of the screen.

 

  



 
 
Click on an item’s image or on Configure to access the item detail screen, where you can customize the 

item to add it to your shopping cart. 

 

 

 

 

 

 

 

Click on the Size and Color drop-down lists to customize the item 

 

 



 
 

Adding Items to Your Favorites List 

If you will be ordering a certain item frequently, click the Add To Favorites heart to add it to your Favorites 

list to make it easy to find in the future.  

 

You can see the list of all your favorite items by clicking Favorites in the Categories menu. Click the heart 

to remove it from your favorites. 

 

  



 
 

ADDING ITEMS TO YOUR SHOPPING CART 

On the item detail screen, enter the desired Quantity in the Add to Cart area and click the blue  

Shopping Cart icon. 

 

Note: You can only add an item that comes in multiple sizes to your cart from the Item Detail page, because 

you must select the size you would like on the item detail page before you can add it to your cart. 

 

.  

 

 

  

 



 
 

PLA C ING  A N  O R D ER  

When you have added all the necessary items to your shopping cart, hover over the cart icon in the upper 

right corner of the screen and select Checkout. This launches the checkout screen. After completing each 

step, click the Next button to proceed. 

 



 
 

REVIEW YOUR ITEMS 

On the Items screen, you can modify item Quantities or Remove items from your shopping cart by clicking 

on the red X before continuing. 

 

Click Next to proceed to the Shipping Address page. 

  

  



 
 

REVIEW OR ENTER SHIPPING ADDRESS 

Enter the location where the items should be shipped. 

To select from a list of addresses saved in your user profile, click the Open Address Book link. 

 

Note: Confirm the address is correct. If you have a default shipping address saved in your user profile, the 

shipping address may default to this location. 

 



 
 
To narrow the list of displayed addresses, enter the desired criteria in the Search By area and click Search. 

 

Once the correct shipping address has been chosen, click Ok to add it to your order. Click Next to proceed 

to the Delivery page. 

  



 
 

CHOOSE DELIVERY METHOD 

On the Delivery page, select a FedEx delivery option and click Next to continue to the Payment page. 

 

  



 
 

ENTER PAYMENT DETAILS 

1. On the Payment page, enter your Billing Address for the credit card that’s being used for payment. 

Click Next to enter the full Credit Card Details. 

 

  



 
 

2. On the Payment Information page, enter the Credit Card Information and click Next to Finalize 

your order.  

  



 
 

FINALIZE YOUR ORDER 

On the final screen, review your order and make any necessary changes. Once you’ve confirmed the 

information, click Checkout.  

 

 

An Order Confirmation screen will appear with the option to Print on the bottom right corner. 

You will also receive an email copy of your order confirmation at the email address on your account. If you 

need to contact InnerWorkings regarding the order for any reason, please reference your order number. 

 

  



 
 

V IEW A ND  C OPY  PR EV IO US  OR D ER S  

 

To access a list of all orders you have placed, hover over your user icon and 

select Order History. 

 

 

 

On the Order History screen, you can filter order by date or status or search by keyword.

 

 

 

 

Click to bring up an order’s confirmation screen, which lists all the included items. At the 

bottom of the screen, click the shopping cart to add all these items to your cart, or the print       button  

to print the screen.   

 



 
 

M A NA GE SHIPP ING  A D D R ESSES  

To modify the shipping addresses available at checkout, hover over your User icon and select Address 

Book. 

 

 

Your saved shipping addresses display, along with your default address in a larger, bolder blue font.  

 

To add a new address, click the Add icon . To modify an existing address, click the Gear icon .  

C ONTA C T  SUPPOR T  

To contact InnerWorkings Support with questions or requests regarding your site, please send an email to 

support.wac@inwk.com. 
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