
P E A K  P R O C E S S I N G  S O L U T I O N S

Samples Portal
Customer Guide

How to submit a sample request, verify delivery information, and follow your request from submission

through shipment.

BEFORE YOU SUBMIT IMPORTANT REQUIREMENTS

samples.peakprocessing.com

Complete one request for each province or territory of intended
distribution.

Have the exact product names and requested quantities ready.

Have your current Peak Distribution Agreement available for upload.

The Peak Distribution Agreement must be uploaded with every
request.

Requests above 500 units require an exception from your account
manager.

Keep the Request ID and status link provided after submission.
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Sample Request Form CUSTOMER GUIDE

01 Start your sample request
Enter the requester and brand information first. The request summary at the right of the portal updates as you complete the form.

Sample Request Form - contact information, request type and request summary.

CHOOSE THE CORRECT REQUEST PATH

Select the request type that matches the intended recipient. The portal will display the fields required for that request path.

Use the email address you actively monitor. Status updates for the request are sent to the email entered on the form.

Available request paths are selected from the Request Type menu.
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Sample Request Form AGREEMENT + PRODUCTS

02 Upload the Peak Distribution Agreement
The agreement is mandatory for every sample request.

Upload it every time. A previous upload does not carry forward to a new request. Accepted formats shown in the portal are PDF, DOC, DOCX, JPG

and PNG, with a maximum file size of 4 MB.

03 Enter the requested products
Accurate product identification helps Peak process the request without unnecessary clarification.

Requested Products section.

PRODUCT NAMES

Enter the full, accurate product name to the best of your ability. Avoid

abbreviations, shortened names or internal nicknames where possible.

QUANTITIES

Enter the quantity required for each product. Use the + control to add

additional product lines when needed.

More than 500 units? Contact your Peak account manager before submitting to request an exception.
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Sample Request Form SHIPPING DETAILS

04 Enter and verify shipping information
Provide the requested delivery date, shipping contact and province of distribution. For licensed retailer requests, the portal can assist with

store identification.

Shipping and delivery fields.

Licensed Retailer Store Finder example.

LICENSED RETAILER STORE FINDER

Begin entering the shipping address. When the portal identifies a

likely licensed retailer, it will suggest the store and standardized

shipping details.

The finder is an assistive tool. It may not be 100%

accurate in identifying your store or its current address

information.

ALWAYS VERIFY

Before using the suggested store, confirm the store name, street

address, unit or suite, city, postal code and province. Correct any

information that does not match the intended destination.
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Sample Request Form REVIEW + SUBMIT

05 Complete the acknowledgements and submit
Read and confirm every required acknowledgement before submitting the request.

General Acknowledgement and Additional Comments section.

FINAL CHECK BEFORE SUBMITTING

Peak Distribution Agreement is attached.

Product names and quantities are correct.

Any request over 500 units has been discussed with your account
manager.

Shipping destination and contact details have been verified.

Correct province of distribution is selected.

ADDITIONAL COMMENTS

Use Additional Comments for information Peak should know when

reviewing the request, including special circumstances or clarifications.

After the form is complete, select Submit Request. A successful

submission generates a unique Request ID and status link.
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Sample Request Form AFTER SUBMISSION

06 Save your Request ID and status link
These provide direct access to the request after it has been submitted.

Submission confirmation page.

IMMEDIATELY AFTER SUBMISSION

Record the Request ID and keep the status link for future

reference. The link can be copied directly from the confirmation

page.

EMAIL UPDATES

Status notifications are sent to the email address entered on the

request. Use an address you monitor so you do not miss

approval, shipment or Peak follow-up updates.

The status link is the fastest way to see the latest request

information at any time.
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Sample Request Form TRACK YOUR REQUEST

07 Track progress and receive Peak updates
Your status page shows the current stage, request details, products, shipping information and updates from Peak Processing Solutions.

Typical request progression: Submitted - Internal Review - Approved - Shipped.

Status page showing the request overview and requested products.

WHAT YOU CAN SEE

The page clearly identifies whether your request is

under Internal Review, Approved, or Shipped, along

with the latest request information.

SHIPPING VISIBILITY

When Peak marks the request as Shipped, the status

page reflects the change immediately and an email

status update is sent to the request email.

PEAK COMMENTS

Peak Processing Solutions can post comments and

updates to the request. Check this section for delay

notices, clarifications, decisions or other request-

specific information.

Example of a request-specific update from Peak Processing Solutions.

Keep the status link until your request is complete.
For quantity exceptions above 500 units, submission questions, or help with a request, contact your Peak Processing Solutions account manager.
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