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Introduction to POS Ordering Tool 
 

The POS Ordering Tool solution from HH Global (powered by VALO) 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. 

The POS Ordering Tool offers self-service procurement of predefined products that are made 
available in a catalog interface. 

For optimal site performance, please use Google Chrome as your browser. 
 

Using the POS Ordering Tool 
 

When working with the POS Ordering Tool, 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 new items 

• Add Alternate Force Out address 

• Subscribe to out-of-stock item notifications 

• Place orders with multiple address shipping 

• View and copy previous orders in order history 

• Manage personal shipping addresses 

• Contact Support 
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Access Your Commerce Site 

To access the site, please visit https://www.insightsc3m.com/. Click on the Merchandising link 
on the left navigation menu. Under POS Ordering Card, click on the link “Visit the POS 
Ordering Site”. Your browser will redirect and you’ll automatically be logged in with your 
personal credentials. Below is a progression of screens you should be seeing onscreen: 

                                     
 

 

 

https://www.insightsc3m.com/
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Browse the Catalog 

To find an item, you can browse through the OpCo categories on the left side of the screen, or 
you can enter a keyword in the search field at the top of the screen. 
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Once you see your results, you can 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. 
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Add Items to Your Shopping Cart 

Important: Be sure to read any ordering restrictions in the Overview section of the detail 
page. Some items will require approval at certain thresholds. 

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

1. On the Item Detail page, in the Add to Cart area (bottom right), enter the desired quantity 
and click the Shopping Cart button. 

 
 

2. In the Quick Entry field at the bottom of the Product list, enter the desired quantity, and then 
click the Add to Cart button. 
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Note: If the browser is left idle, the system will time out and log you out typically after about 
half an hour. To gain access to the site again you will want to close the window you were 
using and initiate a new session by accessing https://www.insightsc3m.com/.   

If you have items in your shopping cart, they will still be available in the new session. 

Stale shopping carts are typically cleared every 30 days. 

 

Place an Order 

When all necessary items are in your shopping cart, hover over the Cart icon in the upper right-
hand corner of the screen and select Checkout. The cart will only appear if you have items in 
your cart.   

 

 

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

 

 
 
 

https://www.insightsc3m.com/
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Review Your Items 

On the Items page, you can: 

1. Remove all the 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. 
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HQ Approval Reason 

If you are ordering over the Order Threshold listed in each item’s overview, a Pending Approval 
tag will appear on qualifying items during Step 1 of checkout. Please proceed to Step 2 – 
Shipping. 

  

In the HQ Approval Reason field, please provide an explanation for ordering over the threshold. 
This will facilitate a faster approval process. 
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Review or Enter a Shipping Address 

On the Shipping Address page you have the ability to enter an address yourself, or select a 
shipping location via Personal Address Book (if available) or Retail Address book. 

 
 
 

To select a shipping location via Personal Address Book or Retail Address book, click the Open 
Address Book link. 
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On the address book selection screen, you can choose Retail Address Book to see a list of all 
the shipping addresses from Altria, or Personal Address Book to see only the shipping 
addresses you have saved in your user profile (if available). 

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 then click OK to add the location to your order. 
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Shipping Address Type Identification 

Once your address is selected and populated in the shipping address fields, select an address 
type for your order.  The default Address Type is Home. 

Note:  Orders ship on different schedules depending on the destination type.  Retail orders ship 
“ASAP” and Home orders are consolidated to ship with other weekly Force Out POS.” 
 
For all Retail Store orders, please enter a Retail Account Number in the field to ensure the 
order will route properly. Otherwise, your order will be rejected and cause delays. 

  
 
Click Next to progress to the Payment page. 

 
 
Enter Payment Information 

All payments are Bill to My Account, no data entry is required. 
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Finalize Your Order 

On the Checkout page, you have the opportunity to review and change all your order 
information before clicking Checkout. 

 
 

You will receive an email notification when your order has been placed, and another when your 
order has shipped. Tracking information will be available within 1 business day of receiving the 
order shipped confirmation. 
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Add Items to Your Favorites List 

If this is a product you would like to be able to find easily in the future, click the heart icon at the 
top of the item in the catalog view or below the cart icon in the product detail view.  

 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

© 2020 HH Global Ltd. Proprietary and Confidential 14 

Add Alternate Force Out Address 

Force Out shipments are regularly scheduled, consolidated POS shipments dictated by Altria 
HQ going to FSF home addresses. A Force Out may also occur if your manager requests to 
send additional promotional materials to support new initiatives. 
 
As a default, Force Out shipments will ship to the Home address reflected in HR Direct. If an 
alternate shipping home address needs to be used, the Alternate Force Out feature will allow 
the FSF to specify an alternate address where Force Out shipments can be shipped. 
 
As a reminder, UPS cannot deliver to a PO Box. 
 
To access this section, hover over your user profile and click on Force Out Address. 
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Click the + sign on the right corner to add an address. A window will appear to enter all the 
required information. At the top of the address popup, make sure the Active box is checked and 
click Save. 
 
On the main Force Out screen, you can search for a specific address in the search fields to the 
left. The retail account number search option is invalid here as it is not required for home 
addresses.  
 
You can also edit each address to toggle from Active to Inactive or update any information. 
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Subscribe to Out of Stock Item Notifications 

If an item is out of stock, you can subscribe to receive notifications when the item is back in 
stock and ready to order. 
 
Click on the item to view the product details page. On the bottom right, under Add to Cart, enter 
your email to subscribe to notifications. 

 
 
To view all subscriptions, hover over your user profile and go to Subscribed Items. From this 
view, you can unsubscribe to any notifications if you decide you no longer require it. 
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Place an Order with Multiple Address Shipping 

Users can opt at checkout to ship items to a single location or to multiple different locations.  
 
At Step 1 of checkout, click on Enable Multiple Address Shipping. 
 

 
 
 

Important: Multiple address shipping is not compatible with kits – multi component items. If 
you have a kit in your cart, you will receive an error once you click on Enable Multiple 
Address Shipping. Please remove the kit in order to proceed with checkout or continue with 
single address shipping. 
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The next step is to enter addresses for this order. The primary way is to select from the Retail 
or Personal address books.  
 

Click on the  to add from Retail or Personal address books. 
 

 
 
 

 
 
 
It is recommended to narrow your address displays by entering the fields to the left of the 
screen i.e. Store Name, address fields, Retail Account Number, and Territory Number. 
 
To the far right, you can toggl between the number of addresses to display – 6, 12, or 24. The 
default is set at 12. You can also change the address displays from a grid to a list view with the 
options in the vertical menu. 
 
Select all desired addresses and click Ok at the bottom of the screen to continue. 
 
If an address is not listed in either address books, the alternative is to upload a template.  
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Download and fill out the Excel template to enter desired addresses. 
 

 
 
Fields with a red asterisk * are required. Ensure mandatory fields are complete to prevent any 
issues.  
 

 
 
Please provide a Retail Account Number and/or Territory Number, when necessary. For all 
retail orders, make sure a valid retail account number is entered for successful order 
transmission. 
 
Note: Force out address are not available to select during check-out. This will remain the same 
for this feature. Any force out addresses will need to be uploaded.  
 
 

Important: There is a limit per order with a maximum of 100 line items. 

A line item in an order is 1 store x 1 unique POS item = 1 line item. 

Example:  

10 stores x 10 unique POS items each = 100 lines/order 

50 stores x 2 unique POS items each = 100 lines/order 

50 stores x 4 unique POS items each = 200 lines/orders         this one is over the 100 line 
item limitation and orders will not be processed 

You will receive a notification if you exceed the limit when you are placing an order at the 
final stage of check-out. 
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Once completed, upload the file. 
 

 
 
You will be taken to the multi-ship grid. Here, you can click on Open Address Book to add 
additional addresses. 
 

 
 
Please select the address type for each location. If you selected retail accounts from the 
address book, you must indicate Retail Store in the address type selection. Otherwise, your 
order will be rejected. 
 
You can hover over each item to view the full item name and POS#. To view full address 
details, click on the address in the grid and a pop-up will appear. 
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Enter the desired quantity for each item to the corresponding location. If you want the same 
quantity to be applied to all locations for a specific item, enter the quantity in the first row and 
click Copy to All. This will duplicate the quantity for that specific item to all locations in the grid. 
 

 
 
If you decide to remove an item or an address from this grid, click the red X box. This will 
remove it from the final item and location count when placing the order. 
 
Once all quantities are in the grid, click Next to continue checkout. You will see the below 
confirmation to ensure all quantities are correct before continuing the process. 
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Review your items, addresses and quantities for a final time and click Checkout. 
 
Note: If an item is over the order threshold, your full order will route for approval and nothing 
will ship until it has been approved. Approvers have the ability to decline the full order. 
 

 
 
 
 
Click Save to submit your order. If you are over the line item limit, the error message will 
appear here. Otherwise, you will receive an order confirmation by email. 
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View and Copy Previous Orders 

To access a list of your previous orders, hover over your User icon, and then select Order 
History.  

 

On the Order History page, you can filter by order date or status, or search for a particular 
keyword.  Search options for retail account number and territory number have been added. 

 

Click the View Details link in the Order Details column to open the order’s Confirmation 
information, which lists all the items included in the order.  

 

At the bottom right of the screen, you can click the Shopping Cart button to re-add all the items 
to your cart, or you can click the Print button to print the order confirmation.  
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Contact Support 

If you have any technical questions about the POS Ordering Tool, the contact information will 
be located in the footer of the POS Ordering Tool website home page. 
 
 
To contact HH Global support with questions or requests regarding your orders, please send an 
email to support.altria@inwk.com or call Altria Enterprise Help Desk 866-878-1103 and select 
Option 3 for HH Global Customer Service.

mailto:support.altria@inwk.com
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