
Thank you for your interest in our products. All orders must be submitted through our cloud-based
ordering platform, Park Street Marketplace. Here, you’ll be able to manage all aspects of your
account with Park Street, including order placement & history, tracking statuses, and payments. In
order to view our online catalog and place orders, you'll need to create an account. The instructions
for doing so can be found below.

Account Set-up:

1. Visit app.parkstreet.com, where you will find a "Join Now" option at the top ribbon or you may
click on the SIGN UP link at the bottom right.

https://navigator.parkstreet.com/


2. After creating an account you will receive an email, asking you to verify your email address.
Please click the link in that email.

3. Once logged in, you must establish the relationship between your user account and your
retail location. To do so, click "Add Company" in the top-right, select "retailer", and enter your
company's information.
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4. Select “retailer” and enter your company’s information.
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5. If this is your first time working with Park Street, you may receive an error message after
entering your license number and license state. If that happens, click the “create new”
button.

6. Fill in requested information and click “”Create Company”.
7. Our team will then verify your license. Once approved, you'll have full access to all of our

products in the market.
a. If you are a NY retailer, you will be required to fill out a ST-120 (resale certificate).

Please have the attached ST-120 filled out and returned with the Certificate of
Authority # (Tax ID #) so we can verify it on our end.

b. The COA # is nine digits and can be found on the top left corner of the certificate.
Please send the completed ST 120 Form to ST120@parkstreet.com.
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https://drive.google.com/file/d/1vjhUhL6WORdXdBosrUiGBeUDDOiTxafS/view?usp=share_link


Account Set-Up (Affiliate):
We have established an account with you in the past. The email you received from our
Customer Service team will include whether you should Create a New or Affiliate when
creating your Marketplace account.

1. Once logged in, you must establish the relationship between your user account and your
retail location.

2. To do so, click on your profile in your profile dropdown. Click “My Companies.”

3. Click on “Affiliate with Company”
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4. In the search bar, enter your company name and click the search button. Your business
name should reflect in the results. Once done, hit “Affiliate.”

5. Our team will then verify your license. Once approved, you'll have full access to all of our
products in the market.

a. If you are a NY retailer, you will be required to fill out a ST-120 (resale certificate).
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Viewing Catalog & Placing Orders:

1. The default view when logging in will be the catalog, there will however be a dashboard
like the one below with a few separate tabs.

2. Use the filters on the left side to filter by Product Type (Wine, Spirits, or Malt), Category (i.e.
Vodka, Red Wine, etc.), Price, or Country of Origin (i.e. United States, Mexico, etc.). You can
also sort the list alphabetically or by price using the “Sort By” drop-down in the upper right
corner.
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3. To view product details, hover over a product image, and click on the tile.
4. On the details page you will see the price and any applicable discounts.

5. To order the product, select the case quantity desired and click “Add to Cart”
6. Steps 4-5 can be repeated for as many products as desired. To view and manage your cart,

click “Cart” at the top of the page.
7. Enter any special delivery instructions (including hours, delivery contact, etc.) into the field

provided, and click the “Check Out” button at the bottom of the list of products.
8. The next page of the ordering process is the Order Preferences page. It is important that

this page is read thoroughly to ensure that the order is fulfilled as desired.

9. Once your order is complete click the “Checkout” button at the top of the page.
10. On the next page, confirm the details of your order & click “Complete Order”. Shipping

details will be saved to your account profile.
11. Once the order has been submitted successfully, you will be directed to a confirmation page.

This page contains your Order number at the top. Please save that number for reference.
You will also receive an email to the address associated with your Marketplace account
containing the order details.

12. If there are any issues with the order, a team member in your market will follow up with you
via email.
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Viewing Order History:

1. Click the Order Status tab. All orders placed will be visible in this tab.

2. There is an option to re-order an order previously placed by selecting the “reorder”
button. This will add all of the items on the previous order to your cart. You’ll then be able
to follow the required steps to submit the order.
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Viewing and Paying Invoices:

1. Click on the Billing tab.

2. All invoices will be visible in this tab, you can view the status of each invoice.
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3. All current and/or overdue invoices can be paid by clicking the invoice number.

4. After selecting an invoice, the “Schedule Payment” button will appear.
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5. A pop-up will allow payment to be made via credit card, bank transfer, or debit card.
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