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HOW TO RUN A DROPSHIP ORDER & PURCHASE ORDER 
 
Run the customer order via Order Entry 
Do it the same as you would as a normal order except all items need to backordered 
On the line detail screen, field 18, input “DS” for each item 
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After you input “DS” in field 18, here is what the order body looks like 
 

 
 
Notice – it now shows “DROPSHIP” 
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We also have a shipping method 10 – SHIP DIRECT 

 
 
 
 
 
 

For our Invoicing Options, we use #4 – Pick Pack – No Print. 
 
Write down the following info: 
The order # 
Customer PO# 
Customer # 
Part number(s) & quantities 

10 SHIP DIRECT 
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Now let’s create the Purchase Order 
 
Go into menu 7.1 and start a new PO 
On the Header Screen input into  
Field 2 – the required delivery/ship date 
Field 4 – your customer’s PO# 
Field 5 – input “DS” 
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Input “C” for the customer # 
 
 
 

Notice the question asking you if this is the correct customer 
Hit return and the ship to is populated 
Zero to accept to advance to the part number input screen 
Input the part number(s) & quantities – Remember, all items backordered on the order 
must be on the PO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6 

Go to the PO line detail for each part number and input the order # (8N) 
 
 
 

Now you have “linked” the customer order to a vendor Purchase Order 
 
Finalize the PO and send to Vendor. 
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You must use Menu 7.3 to receive the PO – you can not use Menu 34.1 Bar Code 
Receiving. The Purchase Order should be received before the order is invoiced. 
 

 
 
You must press Y*** to get into menu 7.3 – because this menu should be used to receive 
Dropships ONLY – all other receiving should be done in Menu 34.1 
Once you are in the PO Receipts Posting Menu you will be prompted for your operator 
code, the company number, the warehouse the date (press <enter> to automatically enter 
today’s date) and the receiver number (press <enter> to automatically assign), and finally 
enter the 6-digit PO number. 
 
You are then asked whether you want to receive the PO complete, if you do press Y. 
If not press N.  
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If you press ‘N’, you will then be prompted for the line number on the PO to receive. 
Enter the line number 
The Part number and quantity on that item are displayed and you are asked if it is the 
correct line. Press <enter> if it is the correct line 
Your cursor will be blinking under the QTY STOCK column – enter the quantity to 
receive and press <enter> 
 

 
Next, you can change the cost if it is not correct. If it is correct just press <enter>. 
Finally make sure there is a C in the far-right column of C if the line is being received 
complete. The C will come up automatically if the quantity entered matches the ordered 
quantity, just press <enter> to accept it. 
After each line is entered you will be asked if it is correct, press <enter> 
 
 
 
 
 
 
 
 

C 
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The On Order column in Stock Status will show a D (for Dropship), but will not show the 
On Order Quantity. You may type ‘PO’ <enter> will pull up the Purchase Order(s) 
 

 
 
The Drop shipped items will not show in the In Pick column in Stock Status, but you can 
type ‘IP’ <enter> to pull up any picks that are out there. 
 
 


