VALO COMMERCE

JOHN DEERE - USER GUIDE
CALENDAR PROGRAM
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INTRODUCTION TO VALO COMMERCE

The VALO Commerce solution from InnerWorkings is a global platform for selling virtually anything online
via a familiar, highly customizable eCommerce storefront experience. Products may include promotional
items, apparel, standard print items, and custom print jobs using templates with variables.

VALO Commerce offers self-service procurement of predefined products that are made available in a
catalog interface with pre-negotiated prices.

USING VALO COMMERCE

When working with VALO Commerce, you can:

Access your Commerce site
Browse the catalog

Add items to your shopping cart
Place an order

Add items to your Favorites list
View and copy previous orders

Manage shipping addresses

Contact Support




ACCESSING THE JOHN DEERE VALO COMMERCE SITE

To access the John Deere VALO Commerce site, navigate to hitps://johndeerevalo.inwk.com/.
Provide your username (your email address) and password, then click Go to log in.

JoHN DEere

Q

VAL

If this is your first time accessing VALO, you will need to register by clicking Create an Account.

VAL

---------------

Forgot your password r:

Create an Account




To request access to the John Deere Calendar Program, select John Deere Calendar Program from the
COMPANY DIVISION drop-down menu.

Provide all the required information and click Submit. You will receive an email once your account has been
approved for creation with a link to set up your password and complete the login process. Passwords should
be a minimum of 8 characters long, and must include at least 1 uppercase letter, number, and a special
character (e.g. #$!%& etc.)

VAL

User Information

.......... test@®johndeere.com

Create Password

123 Main Street

Uciing SR e [aaeaaarie

Iingis

Choose Your Organization




BROWSING THE CATALOG

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.
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Click on an item’s image to access the item detail screen, which provides you with additional information and
gives you the option to add the item to your shopping cart or to your list of favorites.
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Customize an Item
To customize an item, click on the pencil in the top right corner to bring up the custom form.

1. Either select the number of locations to be entered or to upload a custom imprint on the left side
of the screen.

2. Proceed to page 2 using the page numbers near the bottom left.

Number of Locations

Enter information for up to & locations, or upload a

Custom imprint
How many locations will be included on the
calendar imprint?*

1 2 3 4 3 L]

Uploading Custom Imprint

. COMPANY NAME .
Streel Address - City, State

1
uct Company Webste trotal H

B crier Quick Fill Name Save Quick Fill

:  hoprovechecon




If you selected to enter locations, enter the company name and location information for each
one. The fields are by the line, so enter the address, phone, or any other information as you

would like it to appear on the imprint.

If you selected to upload a custom imprint on Page 1, click

the upload button on page 2 and select your file to upload. CQUICLE st
Accepted file types include PDF, EPS, JPG, TIF and PNG. Combaw Nam
The file should have everything you want to appear on the SIUPRLY e
imprint including locations and logos. If you need Enter the company ..
assistance with preparing a custom imprint, please contact Lathi
support at Location Information
5. To save your information, enter a name in the “Quick Fill” st lainndih e
field below the page numbers and click on “Save Quick S )
Fill”. This will allow you to load info onto the same item at a A :
later visit.
Location 1
6. To load a saved quickfill, click the down arrow at the top o
left, next to the words “Choose Quick Fill” and select the tEe FTEMARS)
name you preivously saved. This will load all saved data.
Line 2 Chicago, IL
7. To view your imprint, click “Update” The image on the right
will update to show your entered information. Line 3 60601
21% = + .;, D e Location 2
The image bar at the top right can be used to alter how you view 2
the imprint, including zoom in/out by percentage, zoom in/out by
slider, full screen view, and view at actual size (1:1) [ enter —— | save Quick il

8. Once you’re satisfied with your imprint, click the “Approve/Checkout” button which saves your
imprint and activates the “Add to Cart” Button. You will not be able to place an order until the
Approve/Checkout button is clicked. The form window will close afterwards.




9. Back on the item detail screen, enter a quantity to order in the “Items to Add” field. The
quantity entered should be greater than or equal to the “Min. Quantity” listed in the item
information in the upper right.

Add to Cart
55 USD $2.43 USD $133.65

10. To add the item to your cart, click the shopping cart button. You will be prompted to Confirm
or Cancel on the proof. Click “Confirm” and the item will be added to your cart. If this is the first
item added to your cart, the Shopping Cart/Checkout icon will appear in the upper-right corner
of the screen.

Do you approve the purchase of this ?

1/1 229 > + @[] 2




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.

Add to Cart

55 uUsD $2.43
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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.
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ADDING ITEMS TO YOUR SHOPPING CART

On the item detail screen, enter the desired quantity in the Add to Cart area and click the shopping cart

button.
Add to Cart
25 USD $0.00 USD $0.00

PLACING AN ORDER

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.

® (Gq

CHECKOUT

John Deere Construction Wall Calendar
DCEWALLEN_2020

When the Checkout page opens, you will be prompted through six steps.
After completing each step, click the Next button to proceed.

Items

)




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

tems

Item Description

’ s
ﬁ John Deere Construction Wall Calendar

Continue Shopping

Shopping Cart Enable Multiple Address Shipping  Clear

USD $133.65

tal: USD $133.65

TOTAL: USD $133.65

Note: If the order should be shipped to multiple locations, click the Enable Multiple Address Shipping

button.




MULTIPLE ADDRESS SHIPPING

Selecting Enable Multiple Address Shipping enables Download Template and Upload Addresses
options.

Itermns

@) 2 3

Shopping Cart Enable Multiple Address Shipping | 1 lear
Item Description Quantity Price Subtotal
- SKU F-4721-ELK - RO Ty y
.| Education Product Portfolio Brochure : e '
el
ﬁ_ SKU HT-0033-ELK - —
Halsey Taylor Catal .
E' | Isey Tayh o8
lv.ix;;! L Download template
Subtotal: USD $0.00
. 1 ipload Addresses
ey = U TOTAL: USD $0.00

Continue Shopping m

Click the Download Template button to open a spreadsheet with address fields. Fields marked with a red
asterisk * are mandatory fields.
Enter all shipping addresses for the order and save a copy of the spreadsheet.

A B & D E F _ G H | I J
2 |Country*® First Name* Last Name* Company/Store #* Phone* Address 1* Address 2 City* State Zip Code
3 |USA John Doe INWK 555-555-5555 123 Main Street Baxter MN 56401
4 USA Jane Doe INWK 555-555-5555 456 Main 5t Detroit Lakes NM 56501




Click the Upload Addresses button and select your address file. Once your file has uploaded, the Multiple

Addresses window will appear, allowing you to determine how many of each item should be shipped to each
location.

Shopping Cart B0

Open Address Book = Enable Single Address Shipping = Clear

! _:j. ] \.‘:’::—
| ~E
W -
4

Education Product Port.. Halsey Taylor Catalog

Copy to all Copy to all
john Doe USA Baxter MN 56401 123 Main Street 25 12
Jane Doe USA Detroit Lakes NM 56501 456 Main St 25 n 12 H

Subtotal: USD $0.00
£ -,.\__mn

N -

TOTAL: USD $0.00

&

Education Product Port... Halsey Taylor Catalog

Copy to all Copy to all




REVIEW OR ENTER SHIPPING ADDRESS

If you are only shipping to a single address, on the Shipping Address page you can enter the location
where the items will be shipped.

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.

Shipping Address Open Address Book J| Clear

United States ¥ T

Rent A Center

600 W. Chicago AveSuite 850

2333333333

Subtotal: USD $0.00

TOTAL: USD $0.00

Continue Shopping Back

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




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

Shipping Address Open Address Book  Clear

I Search by Search Corporate Address Book

COUNTRY LOWE'S (

STATE

United States v

FIRST NAME LAST NAME

COMPANY

ADDRESS 1

ADDRESS 2

ADDRESS 3

ADDRESS &4

ay STATE 2IP CODE T8 Cancel

v

PHONE MOBILE PHONE

EMAIL

Select the desired shipping address from either the Corporate or Personal Address Books, click Ok to
add it to your order. Click Next to proceed to the Delivery page.




SELECT DELIVERY METHOD

Select the Delivery Method; the cost is updated to include subtotals, tax, and total cost.

The available delivery methods and costs are displayed on the Delivery page. To select a delivery method:

Choose Delivery Method

Test2 Deere
NWK

Continue Shopping

UsD $10.37

USD $25.87

USD $52.94

total: USD $133.65
ax: USD $13.70

TOTAL: USD $147.35

Click Next to proceed to the Payment page




ENTER PAYMENT INFORMATION

*If you believe your account should have access to internal billing options at checkout, please email

For most accounts, Credit Card is the only available payment method and is selected by default.

If the billing address is the same as the shipping address, click the Use Shipping button.

Payment method

Credit Card

Billing Address ise shipping | clear

United States b4

Test User

111 Main 5t

APt 1F

Chicago Illinois 60601

If the billing address is different from the shipping address, complete the Billing Address fields.

Click the Next button to progress to the Card Details page.




PROVIDE CARD DETAILS

Provide your credit card information. Be sure to complete all required fields.

Payment Information

M 1 YYYY i

Click the Submit button to proceed.




FINALIZE YOUR ORDER

On the final screen, review your order and make any necessary changes. Once you've confirmed the
information, click Checkout.

4 / / / v
Shipping Address Delivery Payment Information

Test2 Deere FedEx Ground Change

Changs

~

Change

o 55 UsD $2.43 USD $133.65

tal: USD $133.65
Total: USD $10.37
. USD $13.70

TOTAL: USD $157.72

Continue Shopping Back




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.

ORDER CONFIRMATION

ORDER #PO1619134221

SHIPPING ADDRESS
Rent A Center
R

Item Line ltem Status

Sub

UsD $0.00

UsD $0.00

PAYMENT INFORMATION

Payment methad: Bill ta My Account

Continue Shopping

TOTAL: USD $0.00

inwk




VIEW AND COPY PREVIOUS ORDERS

To access a list of all orders you have placed, hover over your user icon and (@)
. ‘-’
select Order History.
TESTUSER
Kit Saved Progre:
Log Ou
On the Order History screen, you can filter order by date or status or search by keyword.
Order History
6
Date Range
2132019 'ORDER NUMBER ‘ORDER DATE ORDER TOTAL ORDER STATUS ORDER DETAILS
#P01530254380 813209 USD $0.00 In Progress 52 View Details
&n3nng
Order Status
& In Progress

& Partially Shipped
& Completed

& Invoiced

& canceled

Order Number

Product name

Description

Date Range
9/1/2019
9/30/2019

Order Status

& In Progress
™ pParua

& Completed
& Invoiced
& canceled

Order Number

Product name

Description




ORDER HISTORY DETAILS

Click 2 VviewDetalls  to bring up an order’s confirmation screen, which lists all the included items. At the
bottom of the screen, click the shopping cart E to add all these items to your cart, or the print button (&
to print the screen.

ORDER CONFIRMATION

ORDER #P01619134221 DETAILS

n Progress

SHIPPING ADDRESS
Rent A Center

Education Product P Bro e In Progress 25 USD $0.00 usD $0.00
Halsey Taylor Catalog In Progress 12 USD $0.00 USD $0.00
PAYMENT INFORMATION

Payment method: Bill to My Account TOTAL: USD $0.00




MANAGE SHIPPING ADDRESSES

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

Book.
Y

TESTUSER 2

M User Profile

Address Book

Order History

Kit Saved Progress

Log Out

oq

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

Address Book £

Rent A Center o
RAC

600 W. Chicago AveSuite 850
Chicago, IL 60654

To add a new address, click the Add icon 'El To modify an existing address, click the Gear icon E

CONTACT SUPPORT

To contact InnerWorkings Support with questions or requests regarding your site, please send an email to
support.jdvalo@inwk.com.




