
 

 

 

 

 

 

 

 

Handling Drop 
Shipments And Items 

Purchased For A 
Specific Customer 

 

October 15, 2012 



2 | P a g e  
 

The Drop Ship Process 

The Drop Ship process begins by creating an order for the products the customer has ordered and 
which will be drop shipped from your vendor. It is recommended that you indicate on the order 
by using remarks, that this order is being drop shipped.  You should also change the ship via to 
indicate drop ship.  

 

 

Adding the Remarks lines as shown above and changing the Ship Via to Drop Ship will help you 
identify that this order needs to be invoiced differently.  In other words it should be invoiced 
when you receive the notice of shipment (typically the invoice) from your vendor. The Shipped 
field will be left blank creating a backorder which will help you track the drop shipment. 

The next steps involve processing the order. These steps are listed below: 

1. Issue a purchase order to the vendor for the product. 
2. Optionally, you can change the prefix on the purchase order to DS for Drop Ship. 
3. When you enter the purchase order you will enter the customer account number for the 

ship to address. The program will prompt you to enter the delivery ticket (order) number 
for reference (see image below). 

4. For the benefit of the vendor, we would recommend typing in remarks in the body of the 
invoice that would say “Please drop ship these products to the address shown above.” 

5. When the product is shipped, you will receive notification from the vendor and you will 
use the Receiving function as if you had physically received the item. When the Purchase 
Order is displayed you will see: the customer name, the order number and the remarks 
that say this is a Drop Ship.  These will be your indication that the item has been drop 
shipped and is ready to be invoiced. 
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6. You will also know that this drop shipment is ready to be invoiced when you process 
your backorders. 

 
 

 

Remarks can be added   Ship To # is the customer number and address 

 

  Delivery Ticket # lets you know it needs to be invoiced 

You could also use this same process to identify items that are purchased specifically for one 
customer.  Instead of saying Drop Ship, you would put in the ticket number as shown and in the 
body say “Purchased for DataWeld”. This would let you know the product was purchased for 
this customer and needs to be delivered and invoiced to them. This eliminates potentially putting 
the product on the shelf and delaying delivery to the customer. 

 

 

 

 


