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You can ship an order to multiple locations with a single billing entity.

The example below describes splitting a shipment between two locations, but you can
divide the total shipment among many locations. If the additional locations are not already
in your aACE system, you must prepare a spreadsheet listing each destination, then
import that data to coordinate the shipment process (see below).

1. Navigate to Order Management > Orders.
2. Create a new sales order for the billing entity, totaling the entire amount to ship out.
(For example, to ship ten lab notebooks each to two subsidiaries, create a single line

item with quantity of 20.)

) Orders

File Edit Format Tools Help

Order: 50004 SU History and Physics Departments 05/24/18 PENDING
Sales Order | Notices Emails & Docs @
Bill To * Ship To - Activities & Comments
Customer (Bill Ta) > Ship To Company Use Bill To x| Ship To Contact >
SU History Department L Sabina Roz
A/R Balance Credit Available Rate ard Delivery Type
0.00 Ship Together
Sales Rep > Customer PO # Billing Terms C A pping Tei FOB
CN X Net 30
Description Additional Info
n n
L o
Order Items Build items from Template
B 1ype Line Item Code Description Inviry Ahs  Upgs ) DS SC Unit Price  Adjustment Extended Price Total Tax Profile 3
Misc Ntbk-011 1 Lab notebooks / journals 0 3 3.50 0.00 3.50 70.00 DEF e
Subtotal 70.00 (&
Adjustment 0.00
+ Fulfill *
Sales Total 70.00
Lead > M Referral Comy Ffmt Priority Start Date End (Delivery) \ Shipping 0.00 000 SO
Normal 05/24/18 T 06/07/18 1 Y Tax DEF 0.00 Exempt
ampaign > Type i Sol Grand Total 70.00
o # Dept Al Assigned By Scot Hanson ), Assigned To Scot Hanson %, Tracking Status Quote Cancel Save

Note: If your system is configured to automatically generate invoices when
shipments are shipped, then you must create a related invoice for the full amount,
open the invoice, and process it normally. Without a single invoice, the rest of the

shipping process will result in one invoice per shipment.

3. Click Save, and at the confirmation dialog box, click Open.
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4. Navigate to the shipment and adjust the quantity (e.g. change the auto-generated 20
items to 10 items).

¥ Shipping Log - [m] x
File Edit Format Tools Help ]

Shipment: 50000 SU History and Physics Departments 5/25/2018 PENDING @
| Outgoing Shipment Notices Emails &4 Docs &

d To Residentia * Shi t Info urchased Description

Company > Contac Courier Service A Shi

SU History Department 1. Sabina Roz -} First-Class Mail

Shipping Terms FOB Value Package Type H Weight

0.00 0 x 0 x 0 0
Order > urchase Order > Invoice > Courier Tracking # Delivery Date Package 1Ds
50004 05/25/18

Packing List
B Line Item Code Description Order Purchase Order Exp Qty Weight Bin Q Ref #(s) %
Ntbk-011 Lab notebooks / journals & > 50004 20 0 # % -

© Dot Alshipping + Assianed By Scot Hanson L Assigned To Kristie Hemandez  ©. Tracking Status Cancel

5. Click Save, and at the confirmation dialog box, click Yes.
6. If your system is configured with carrier integration, select Do not transmit.
7. Inthe top menu, click Actions:

o Duplicate Shipment - For a few other destinations, on the new shipment you
can manually change the Shipped To Company field for each location, then
click Save, as above.

o Duplicate to Import- For many other destinations, import addresses from a
spreadsheet you have prepared. This duplicates the current shipment record
for all the addresses in the Excel spreadsheet. Click Step 3, then continue with
the data import.

Powered by aACE | 2



aACE Software

™ Shipping Log
File Edit Go Search

= & Record: 10f 1

Tools Window Help

Shipment: 50000 SU History and Physics Departments

Newdp Edit## [EENEIY

5/25/2018

Outgoing Shipment Notices
To Residential * Info Pur Description
Company > Contact > Courier Service r Account Shipg
SU History Department Sabina Roz First-Class Mail
Shipping Terms FOB value Package Type H Weight
0.00 0 x 0 0 0
Order > burchase Order Invoice > ourier Tracking # Delivery Date Package IDs
50004 05/25/18
Packing List
Line Item Code Description Orc rchase Order Quantity Weight B
Ntbk-011 Lab notebooks / journals # > 50004 10 0

Q #  Dept Al-Shipping Assianed By Scot Hanson

Assigned To Kristie Hernandez

Tracking Status

View Logs

Mark Shipment as Shipped

Mark Shipment as Void

Duplicate Shipment
Duplicate to Import

Transmit Shipment

Update Transmitted Shipment

Ref #(s)

#s -

After completing the additional shipments, you can review them in the order record by

navigating to Management > Shipping.
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