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Using VALO Core Items
Logging In to Your Core Items Site 

Access the VALO site through STIR by clicking on the InnerWorkings icon.

Once you click the InnerWorkings icone within STIR you will have the 
option to select the Core Items module.

http://extranet.beamsuntory.com/
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Click an item image to view additional information.

Browsing the Catalog 
The product catalog is divided into different brands. Expand a brand to browse the available 
sub-categories for that specific brand (1).

(1)



4 

inwk | we make marketing happen. 

If this is a product you would like to be able to find easily in the future, click the star icon next to Add to 

Favorites. 

You can easily locate all your favorite items by clicking the Favorites link in the Categories menu (1).

Adding Items to Your Shopping Cart 

There are two ways to add an item to your shopping cart:

1. From the product list, enter the desired quantity in the field provided and click the shopping cart button.

2. You can also add the item within the Add to Cart section of product detail.

(1)

(1)

(2)
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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.  

Placing an Order 

Clicking Checkout launches the checkout screen, which consists of 

four simple steps. 

After completing each step, click the Next button in order to proceed. 

NOTE:  Use the "Back" button to access the previous page. Do not use the 
browser back arrow during the chekout process otherwise data can be lost. 

Review Your Items 

On the Items screen, you will be required to enter an IO Code for each item your are ordering (1). 

Review or Enter Shipping Address 

 In the Shipping Address section, enter the location where the order should be shipped. If the order should be 
shipped to multiple locations, click the Enable Multiple Address Shipping button. 

Users can also allocate multiple IO Codes to a single item by clicking the "IO Code Split" button (1). 
Adding another IO code will also require the user to specify the quantity of the newly added line item (2).

(1)

(1)

(1)
(2)
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Enable The Multiple Shipping Option
Selecting Enable Multiple Address Shipping enables a download template button and an upload Addresses button 

Click the Download Template button to open a spreadsheet with address fields. Enter all shipping addresses 
for the order and save a copy of the spreadsheet. 

Click the Upload Addresses button and select your address file. A Multiple Addresses window displays, 
allowing you to determine how many of each item should be shipped to each location. 

Multiple address orders also require users to enter an IO code for each item on you order. 
To add an IO code at the line item level click the  icon and a new window will display

Users also have the option to allocate multiple IO Codes to a single 
item by clicking the "IO Code Split" button (1). A new IO Code field 
will populate.

(1)
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On the address book selection screen, you can choose Corporate Address Book to see a list of all the 

shipping addresses maintained for the entire company, or Personal Address Book to see only the shipping 

addresses you have saved in your user profile. 

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

Select the correct shipping address and click the check mark to add it to your order. 

Enter Payment Information 

Bill to My Account is currently the only available payment method, so no data entry is required. 

Single Address Shipping order: Corporate and Personal Address Book
Users also have the ability to select a shipping location via Personal Address Book or Corporate Address book 
if only one ship-to location is needed. Similar to a multple address shipping order users are required to enter an 
IO code
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Finalize Your Order 

On the final screen, you have the opportunity to review and change all your order information before clicking 

Checkout. 

When you click Checkout, you will see an order confirmation screen. Please write down your order number so 

that you have it for reference if you need to contact InnerWorkings regarding the order for any reason.  

You will receive a notification email when your order has been shipped. 

Managing Your User Profile 

Hover over the user icon in the upper right corner of the screen to see your user 

profile menu. Here you can view and edit your basic information, edit the shipping 

addresses available in your personal address book, and review orders that you have 

placed in the past. 

Edit Profile 

The Edit Profile option allows you to modify your basic contact information as well as 

your primary shipping address, which defaults on the checkout screen. You can 

disregard the Default Billing Address section, as billing addresses currently are not required at checkout. 
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Address Book 

The Address Book screen allows you to modify the shipping addresses available in your personal address 

book.  

Click the Add icon  to enter a new address. You can modify an address by clicking the gear icon , or 

click the X icon  to delete it. 
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Order History 

Orders that have been placed in the past are accessible via the Order History menu option. 

Here you can review details on each of your placed orders, including the order status. Click the View Details 

link to see further information, including shipment information if applicable. 

Contact Support 

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

to support.bsi@inwk.com

mailto:support.ecommerce@inwk.com
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