
MCX Warehouse/VALO Commerce Quick Reference

I want to…. Where to Start Notes

Understand what inventory 
is in my Allocation Group 
(account)

VALO landing page
Reports Allocation 
Report

Enter a POS order on 
Commerce

VALO landing page
Commerce module

Refer to Commerce 
User Guide for step-by-
step instructions  

Enter a Bulk POS order 
(5 items each to a different 
address or 20+ items to a 
single location)

VALO landing page  Bulk 
Order Request Template

Fill out the template and 
email to Customer Service Note:  Interim solution 

pending system 
enhancement

Check status of a specific 
order / locate tracking info

VALO landing page
Commerce User Icon
Order History-->Click on 
the order View Details

Alt:  Contact Customer 
Service and reference 
the order # from your 
order confirmation

View all my recent orders in 
Commerce

VALO landing page
Reports Inventory 
Movements Report

Summary of orders by 
user and Allocation 
Group level

View a comprehensive 
status of all POS with 
planned distributor delivery 
dates and shipping status

Utilize the POS Report 
that will be distributed as 
a push report 2x/month

You may also contact 
Customer Service in 
between issuances

Review my inventory to 
manage aging inventory

VALO landing page
Reports Inventory by 
SKU Report

SKU level and 
Allocation Group level

Update an address (edit, 
add, delete, replace)

Send email to Customer 
Service

We will continue to do 
an overall address 
review pre-POS Buy

Transfer inventory between 
Allocation Groups 
(accounts)

Send email to 
Customer Service 

If you do not own the 
inventory, include an 
email with approval 
from inventory owner 
for Customer Service

MCX CUSTOMER SERVICE
Email:inventory.beam@hhglobal.com
Phone:  1-800-781-1380
Business Hours:  M-F  8-5 CST

Bulk Order 
Template

https://beamsuntory.inwk.com/globalassets/BeamSuntory/BeamSuntoryUSVALOCommerceUserGuideFeb2021.pptx
mailto:inventory.beam@hhglobal.com

Bulk Order Form Instructions



						Bulk Order Form







		Use this template to request large orders that can't be easily placed within the VALO Commerce Ordering Tool. Email this form to inventory.beam@inwk.com for support. 

Use the Allocations Report to help reference item names, SKUS, and inventory levels for allocation groups (i.e. hold accounts) when filling out this form. The Allocations Report can be accessed from the Reports module within VALO. 






























		Instructions:		Enter the item name you would like to order.

If ordering multiple items, enter each item's name on a separate line.		Enter the item SKU # you would like to order. 

If ordering multiple items, enter each item SKU on a separate line.		Enter the quantity for each item you would like to order.		Select the allocation group (hold account) you want the item pulled from.

One allocation group selection per line.
		Select your desired shipping method of each item.
		Enter an IO Code if you selected "2 day" or "Standard overnight" shipping. 

IO Codes will be charged expedited shipping costs
		Enter the shipping Location ID for each item each Item 

Note: You can reference the "Addresses" tab to search for Location IDs.

		Field		Item Name
(optional)		Item SKU
(required)		Order QTY in packs
(required)		Allocation Group (hold  account)
(required)		Shipping Method		IO Code
(required for 2 day or Overnight shipping)		Location ID

		Example:		Stackable White Wooden Crates		JBW211024676		50		East Rgn-CT		Next Kit		IO000125698

		Example:		Double Sided Recipe Coaster		MM211024615		200		East Rgn-GA		Next Kit		IO000125698







Order Form



						Bulk Order Form







		Item Name
(optional)		Item SKU
(required)		Order QTY in packs
(required)		Allocation Group (hold account)
(required)		Shipping Method		IO Code
(required for 2 day or Overnight shipping)		Location ID
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MCX Warehouse Quick Reference

I want to…. Where to Start Notes

Find out who owns certain 
inventory

Use the Allocation 
Report to find the item.
Refer to the Allocation 
Groups listed with 
allocated inventory 

Ship a non-HHG item into 
MCX

Submit request one week 
prior to delivery.

Submit the Client 
Supplied Inventory 
Request Form
for single item. (VALO 
landing page Beam US 
Key Documents”)

For multiple items, 
submit the Client 
Supplied Inventory 
Request Template 
(upload via the bottom of 
the Client Supplied 
Inventory Form)

Request that a person be 
added to my Allocation 
Group

Contact Customer Service 
and indicate you are the 
owner of the group

Include User name, 
email, Allocation 
Group, and Brand 
access

Request that I be added to 
someone else’s Allocation 
Group

Contact Customer Service 
and provide an email 
from the Allocation 
Group owner indicating 
approval

Include User name, 
email, Allocation 
Group, and Brand 
access

See MCX Domestic Ground 
Service Transit Times Map

You can access the map 
here

See example Domestic 
Freight Costs for Small 
Package & LTL 

Example Freight 
Costs

Client Supplied 
entory Request Tem

https://app.smartsheet.com/b/form/4adb8b6c563b4698994044dc090f18bb
https://beamsuntory.inwk.com/globalassets/BeamSuntory/MCXTransitMapBSI.jpg

Freight Cost Example

				Freight Cost Example - Small Package



				Ship From		KENOSHA, WI 53144

				Carton Detail		18x12x5; 20 lbs



						Billable Weight		Cost to 90703 (CA)		Cost to 33169 (FL)		Cost to 98134 (WA)		Cost to 87107 (NM)		Cost to 75234 (TX)		Cost to 11791 (NY)		Cost to 48193 (MI)

				GROUND		20		$13.36		$10.98		$13.36		$10.98		$9.43		$9.43		$7.56

				SECOND DAY AIR		20		$48.32		$44.22		$48.32		$44.22		$29.75		$29.75		$15.85

				NEXT DAY AIR		20		$53.94		$49.50		$53.94		$49.50		$48.47		$48.47		$23.17

				Freight Cost Example - LTL



				Ship From		KENOSHA, WI 53144

				Pallet Detail		48x40x60; 350 lbs; Class 125



						Billable Weight		Cost to 90703 (CA)		Cost to 33169 (FL)		Cost to 98134 (WA)		Cost to 87107 (NM)		Cost to 75234 (TX)		Cost to 11791 (NY)		Cost to 48193 (MI)

				GROUND		350		$198.52		$225.82		$199.18		$186.58		$152.18		$193.97		$87.38

				SECOND DAY AIR		694		$414.10		$414.10		$414.10		$414.10		$365.38		$414.10		$290.50

				NEXT DAY AIR		694		$641.44		$641.44		$641.44		$641.44		$568.37		$641.44		$432.30






Bulk Order Form Instructions



								Client Supplied Inventory Form





		Date:

		Name:

		Email:

		HHG PM Contact:





		Instructions:		Enter the name of the item you would like to send to MCX 

**40 characters or less
		Enter a brief item description of the item

**40 charcters or less


		Select the category the item falls under 		Select the Brand 		Please provide the pack-out count. EX: the items will be delivered in packs of 10, 25, etc.
		Please provide the per piece price for reporting purposes
		Please provide the total quantity that will deliver into MCX
		Please provide the total carton count		Please provide the # of cartons per pallet 		Please provide the total number of pallets delivering to MCX		Please provde the name of the Supplier 		Please provide the first and last of the the Supplier contact  as well as an email address )		If the item is going on Commerce, please provide an Allocation Group 		Any additional information that would be valuable to the Customer Service team regarding the incoming item

		Field		Item Name		Item Description 		Item Category
*Drop-down		Brand
*Drop-down		Pack Factor		Price Per Pack		Total Quantity		Total Cartons		Number of Cartons per Pallet		Total Number of Pallets		Supplier Company Name		Supplier Contact Name and Email		Allocation Group (Commerce Only)		Additional Information

		Example:
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		Americas Travel Retail

		Canada

		Central Rgn OPPM-CO

		Central Rgn OPPM-IL

		Central Rgn OPPM-MN

		Central Rgn OPPM-TX

		Central Rgn OPPM-WI

		Central Rgn-AR

		Central Rgn-CO

		Central Rgn-Hold

		Central Rgn-IL

		Central Rgn-IN

		Central Rgn-KS

		Central Rgn-LA

		Central Rgn-MN

		Central Rgn-MO

		Central Rgn-ND

		Central Rgn-NE

		Central Rgn-OK

		Central Rgn-SD

		Central Rgn-TX

		Central Rgn-WI

		Control Rgn OPPM-MI

		Control Rgn OPPM-NC

		Control Rgn OPPM-OH CS

		Control Rgn OPPM-OR

		Control Rgn OPPM-PA

		Control Rgn OPPM-VA

		Control Rgn-AL

		Control Rgn-Hold

		Control Rgn-IA

		Control Rgn-ID

		Control Rgn-ME

		Control Rgn-MI

		Control Rgn-MS

		Control Rgn-MT

		Control Rgn-NC

		Control Rgn-NH

		Control Rgn-OH CS

		Control Rgn-OR

		Control Rgn-PA

		Control Rgn-UT

		Control Rgn-VA

		Control Rgn-VT

		Control Rgn-WV

		Control Rgn-WY

		East Rgn-CT

		East Rgn-DC

		East Rgn-DE

		East Rgn-FL

		East Rgn-GA

		East Rgn-Hold

		East Rgn-KY

		East Rgn-MA

		East Rgn-MD

		East Rgn-MidAtlantic Div

		East Rgn-MNY

		East Rgn-NE Franchise Div

		East Rgn-NJ

		East Rgn-OH LP

		East Rgn-RI

		East Rgn-SC

		East Rgn-TN

		East Rgn-UNY

		e-Commerce

		GBH-2 Gingers

		GBH-Auchentoshan

		GBH-Basil Hayden

		GBH-Bowmore

		GBH-Bruxo

		GBH-Canadian Club

		GBH-Courvoisier

		GBH-Cruzan

		GBH-DeKuyper

		GBH-EFFEN

		GBH-El Tesoro

		GBH-Hornitos

		GBH-House of Suntory

		GBH-Jim Beam

		GBH-Kilbeggan

		GBH-Knob Creek

		GBH-Laphroaig

		GBH-Legent

		GBH-Makers Mark

		GBH-Old Overholt

		GBH-Pinnacle

		GBH-Sauza

		GBH-Single Barrel Experience KC

		GBH-Sipsmith

		GBH-Small Batch

		GBH-SQRRL

		GBH-Tres Generaciones

		GBH-Tyrconnell

		Geometry Global Agency - Central Rgn

		Geometry Global Agency - Control Rgn

		Geometry Global Agency - East Rgn

		Geometry Global Agency - legacy

		Havas Agency - Central Rgn

		Havas Agency - Control Rgn

		Havas Agency - East Rgn

		Havas Agency - legacy

		Havas Agency - West Rgn

		Highball

		Marketing Services

		MM DIP - Alexa Amendolagine

		MM DIP - Andrew Marks

		MM DIP - Brian Sturgulewski

		MM DIP - Chelsea Melvin

		MM DIP - DeNiro Fisher

		MM DIP - Elba Giron

		MM DIP - Greg Buttera

		MM DIP - Johnnie Mundell

		MM DIP - Josh Pearson

		MM DIP - Krisztina Lazar

		MM DIP - Mai Jeans

		MM DIP - Phil Olson

		MM DIP - Rachel Ford

		MM DIP - Ryan Meegan

		MM DIP - Sarah Poole

		MM DIP - Trevor Bowles

		NA Off Prem Div Hold Acct

		NA Off Prem-Albertsons

		NA Off Prem-Binnys

		NA Off Prem-Charity

		NA Off Prem-Costco

		NA Off Prem-CVS

		NA Off Prem-HyVee

		NA Off Prem-Kroger

		NA Off Prem-Meijer

		NA Off Prem-Military

		NA Off Prem-Reg-ABC

		NA Off Prem-Reg-Bashas

		NA Off Prem-Reg-BevMo

		NA Off Prem-Reg-BigRed

		NA Off Prem-Reg-Coborns

		NA Off Prem-Reg-Dierbergs

		NA Off Prem-Reg-Festival

		NA Off Prem-Reg-LiquorBarn

		NA Off Prem-Reg-Publix

		NA Off Prem-Reg-Raleys

		NA Off Prem-Reg-RiteAid

		NA Off Prem-Reg-Savemart

		NA Off Prem-Reg-Schnucks

		NA Off Prem-Reg-SmartFinal

		NA Off Prem-Reg-StaterBros

		NA Off Prem-Reg-WinnDixie

		NA Off Prem-Sams

		NA Off Prem-SpartanNash

		NA Off Prem-Specs

		NA Off Prem-Target

		NA Off Prem-TotalWine

		NA Off Prem-Walgreens

		NA Off Prem-Walmart

		NA On Prem-Anthony DeSantis

		NA On Prem-Bridget Dunham

		NA On Prem-Division

		NA On Prem-Donna Frederick

		NA On Prem-Greg Johnston

		NA On Prem-Hailey De La Rosa

		NA On Prem-Ken Lennox

		NA On Prem-Lisa Nelson

		NA On Prem-Rob Farrington

		NA On Prem-Tina Petteway

		Premium Marketing Team

		West Rgn OPPM AZ

		West Rgn OPPM NV

		West Rgn OPPM SoCal

		West Rgn OPPM WA

		West Rgn OPPM-NoCal

		West Rgn-AK

		West Rgn-AZ

		West Rgn-HI

		West Rgn-Hold

		West Rgn-NM

		West Rgn-NoCal

		West Rgn-NV

		West Rgn-SoCal

		West Rgn-WA
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