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A C C E SS  YOU R COMM E R CE  S I TE  

To access your VALO Commerce site, navigate to https://fedex-onsite.inwk.com/. Provide your username 

and password to log in. 

Please note – if this is your first time logging into VALO Commerce, you will need to click on the Activate or 

Reset Password link on the homepage to set your password. Your username will be your FedEx email 

address.  

 

 

If you need assistance with logging in, please contact stacey.wells@fedex.com.  

 

 

https://fedex-onsite.inwk.com/
mailto:stacey.wells@fedex.com


 

B R OW SE  THE  CA T ALOG  

To browse through a list 

of items, click on one of 

the categories on the 

left. Once you select a 

category, the available 

products in that category 

will be listed.  

The search field will 

display items based on 

name or description 

containing the search 

term entered.  



 

 

 

If you already know the product you would like to order, you can enter a specific SKU into the Quick Entry 

field to instantly edit quantity and add that item directly to your cart.   

 

 

 

 

 

 

 

 

 

 



 
The catalog item display will include the item image, SKU and price.  

 

If a quantity box appears under the item image, the item can be added to the shopping cart by entering a 

quantity and clicking the “add to cart” button.  

Click on the picture of the item to view the detail screen where additional selections will need to be made in 

order to add the item to the shopping cart. 

The detail screen (below) will include the item description at the bottom left, pricing, and additional 

information in the upper-right.  Make a selection then enter your order quantity and click the Add to cart 

button at the bottom right. 



 

 

 

After adding at least one item to your shopping cart, a Checkout icon will appear at the top 

right of the page, which can be used to begin the checkout process. 

 



 

P L A CING  AN  O R DER  

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.  

  

When the Checkout page opens, you will be prompted through four steps:  

 

  



 

REVIEW YOUR ITEMS 

On the Items screen, you can 

1. Remove all items from your shopping cart by clicking Clear. 

2. Modify item quantities in the Quantity field. 

3. Remove individual items by clicking the X button for the line item. 

4. Continue adding items to your cart before checking out by clicking the Continue Shopping button. 

5. Continue with the purchasing process by clicking the Next button. 

 

 

  



 

LOCATION ID AND SHIPPING ADDRESS 

The shipping address page allows you to enter the location where to where the items will be shipped. You 

can find your shipping address by searching by Location ID within the Corporate Address Book. You 

must find a shipping address using Location ID before you proceed. 

 



 
Enter your location ID into the Location ID field at the bottom of this page and click “search”. The full address 

should appear in the search results. Please select this address to be populated as your shipping address 

and proceed to the payment screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
If you need to search for a Location ID or Address you can do so with the Open Address Book section. 

Here, you will see several buttons:  

 

 
Cancel: Closes the Address Book.  

 
Refresh: Refreshes the addresses displayed in the Address Book.  

 
Grid: Displays the addresses in a grid format.  

 
List: Displays the addresses in a list format.  

 
Ok: Selects the highlighted address.  

 
Results Displayed: Selects the number of results displayed on the page (6, 12, or 24).  

 

  



 
Once you have confirmed the shipping address is correct, click Next to proceed to the Payment page. 

Here, you will enter the same Location ID as listed in from your Address in the Shipping section.  

 

 

Click Next to proceed to the Checkout Confirmation screen. 



 

FINALIZE YOUR ORDER  

On the Checkout page, you can review and change all your order information before clicking Checkout 

which will route your order for processing. 

 

  



 
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 VALO Support regarding the order for any reason, please reference your order number. 

 

 

  



 

VIEW AND COPY PREVIOUS ORDERS  

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.

 

  

 



 

Order History Details 

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.  

 



 

 

C ONT A C T SUP PO R T  

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

JHooten@inwk.com. 

 

 

mailto:JHooten@inwk.com

