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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://trugreen.franchises.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 email address.  

  

 

If you need assistance with logging in, please contact the TruGreen Help Line at 888.527.6963 or via e-mail 

at Support.trugreen@inwk.com.  
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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 customize and order, you can enter a specific SKU into the 

Quick Entry field to instantly edit and customize by clicking on the cart icon.   

   

 

 

 

 

 

 

 

 

 

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.   

 

  



 

C US TOM I ZE  AN  IT EM  

 

Some items require customization on the item detail screen 

before ordering.  

To open the item detail screen for customization, click on 

Configure underneath the item’s image.  

  

 

 

 

 

 

 

To customize an item on the item detail screen, hover over the item image and click on it to bring up the 

custom form. Alternately, the pencil icon can be clicked to also bring up the custom form. 

 



 
Once the customization form appears:  

1. Enter your personalized information into the form on the left.  

2. To save your information, enter a name in the “Quick Fill” field just above the 

Update bottom at the bottom and click on “Save Quick Fill”. This will allow 

you to load info into the same item on a future visit.  

3. To load a saved quickfill, click the down arrow at the top left, next to the 

words “Choose Quick Fill” and select the name you previously saved. This 

will load all saved data.  

4. To view your imprint, click “Update” The image on the right will update to 

show your entered information.  

 

 

5. The tool bar above the image can be used to flip through the images, alter how you view the imprint, 

including zoom in/out by percentage, zoom in/out by slider, full screen view, and view at actual size 

(1:1). 

 

 

6. Once you’re satisfied with your imprint, click the “Approve/Checkout” button which saves your imprint 

and activates the Shopping Cart button. You will not be able to place an order until the 

Approve/Checkout button is clicked. The form customization window will close afterwards. 



 

 

7. Select a quantity to order in the “Items to Add” field.  

 

8. 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. 

 



 
 

9. 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 six 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. 

 

 

  



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

 

Here, you will select the Delivery Method, click Next to proceed to the Payment method to complete the 

Credit Card payment by entering billing details and valid Credit Card number. 

 



 

 

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.  

 



 

 

M AN AG E SHI P PING  A D D RE S SE S  

To modify the list of your personal shipping addresses available at checkout, hover over your User Icon and 

select Address Book.  

Your saved shipping addresses will display, along with your default address in yellow font.  

 



 

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

To delete an address that is not selected as the Default Shipping Address, click the X icon . 

 

C ONT A C T SUP PO R T  

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

TruGreen Help Line at 888.527.6963 or via e-mail at Support.trugreen@inwk.com.  
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