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This guide explains drop-shipping and how you can use it on an order. It is intended for
intermediate users.

aACE supports drop shipping (sometimes called "non-receiving purchase orders"). This
method involves sending the vendor a purchase order that includes the end-customer's
shipping information. The vendor then ships the item directly to the customer and typically
sends you the invoice.

In effect, your organization handles the purchase for the customer. This method can be
useful when an item is more easily or cost-effectively shipped directly from the supplier to
your customer. For an example of how this feature can help your team, read our feature
highlight

You can flag individual items for drop shipping while an order is in Pending status. However,
if an order is already in Open status, the aACE inventory integration has already run, so you
cannot directly apply drop shipping to an item. You must void the item, then add a new item,
marking the DS flag for it.

eoe Orders a8
ESF

Order: 50242 Cognitio - e-whiteboard upgrade 03/08/21 = renpinG

Sales Order Notices Emails &4 Docs &
Bill To = Ship To 92347 South Polaris Dr. [=7] # ivities & C
Customer (Bill To) > Contact > Ship To Company >  Use Bill To (x| Ship To Contact >
Cognitio . Samuel Johnson
A/R Balance >  Credit Available Rate Card > Delivery Type Courier Service
0.00 Q Ship Together
Sales Rep > Customer PO # Billing Terms Disc % ‘Courier Account # Shipping Terms FOB
CN Q Net 30 0%
Description dditional Info
" "
Order Items Build items from Template: /\
m Line Item Code Description Invtry Alts  Upgs Cases  Quantif BO DS SO Unit Price Unit Adj Total 3¢
1 > Tech-001a . Electronic Whiteboard 1 »* 1 X 5,000.00 -9.00% 4,550.00 = ~
Q
Subtatal 4,550.00
Adjustment 0.00
Sales #* Fulfillment *
Total 4,550.00
Lead > Acct Manager >  Referral Company > Ffmt Priority Start Date End (Delivery) Job > a Shipping 2500 27.50 PSO @
Q Normal 03/08/21 1 03/10/21 & a Tax outr 0.00 | | Exempt
Campaign > Type Route Source Grand Total 4,577.50
@ Sales Phone Referral Payment Due 0.00 @
o # Dept AI Q. Assigned By Jamie Gianelli @, Assigned To Jamie Gianelli Q| Tracking Status | Quote Cancel m
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Effects of Marking the Drop Shipping Flag

When you mark an ordered item as drop shipped, it affects a few processes:

¢ Excludes the item from aACE inventory integration. aACE treats that item for that
order as non-inventoried.

o Auto-generates a purchase order for the item when you open the order. You can review
these POs on both the order's Procurement tab and Shipping tab.

¢ Opening the drop shipped item's purchase record triggers other automated processes
(e.g. generating the invoice).

¢ Entering the vendor invoice on the purchase record is regarded as a shipping event.

Note: You can drag digital copies of an invoice to the invoice paperclip to easily attach a
file.

Tracking Drop Shipped Items

aACE modules include various screens to help you track drop shipped items:

¢ Onthe order, click Management view > Shipping tab. The Non-Receiving POs section
shows the auto-generated record for the drop shipped items.

¢ Onthe PO, you can review the two destinations. When your staff emails the PO, it will
be sent to the vendor. When the vendor ships the item, it will be sent to the customer.

ey Purchase Orders 8
= % Recordi1of1 Newsh Edit# Deletedt Print/d Actions A
Purchase Order: 50023 LearnWright Inc. 11/19/2018 PENDING

Purchase Order Details | it 1 Notice Emails S Docs @
Vendor \ =]+ Ship To \ =]+ 3 Comments and Next Steps
Vendor > Contact > Ship To Company > Drop Ship X Ship To Contact >
LearnWright Inc. Bruce Jansen Cognitio Samuel Johnson
Type Vendor Referenc Delivery Type Courier Service
Order Fulfillment Ship Together FedEx Ground
Payment Terms Required By Pmt Expected Courier Account # Shipping Terms  FOB
Net 30 11/19/18
Description Additional Info INext Step Next Step Date

B

PO Items RFQ Management

Line Item Code Description Order Job Dept Cases Qty Unit Cost Total

1 > Tech-001a Electronic Whiteboard # > 50024 Al 1 1 4,000.00 4,000.00 .
Subtotal 4,000.00
Shipping 0.00
% Tax 0% 0.00
Total 4,000.00
3 Payment Due 0.00
Use Tax 0.00
o # Dept Al Assigned By Scot Hanson Assigned To Mara Harvey Tracking Status a

Powered by aACE | 2



aACE Software

Additional Preferences for Drop Shipping

System administrators can customize the drop shipping workflow with these settings:

¢ System Admin > Preferences:
o Billing:
= Auto-generate invoices for drop shipment purchases — When a vendor
invoice is recorded on the purchase, an invoice for the drop shipped product is
created automatically.
= |eave auto-generated invoices pending — This enables aACE to automatically
update invoices as complex orders are gradually completed.

o Shipping:

= Manage receiving for drop shipments — Activates receiving functionality even
if items are marked for drop shipping.
This allows you to create shipment records to capture additional information.
This option is useful when the item is drop shipped, but there are additional
details that need to be managed (e.g. special containers, insurance papers,
serial numbers, paying shipping costs for a client, etc). Note: The drop shipped
item is still excluded from inventory processes.

= Drop ship products to customers by default — Marks the DS flag automatically
for all order items. Team members can clear the flag manually, as needed.

e CRM & Sales > Companies > detail view > Vendor Details tab:

o Only allow drop shipments — Requires drop shipping on all order items handled by
this specific vendor. Often used when the vendor's policies only allow drop
shipping or when slim margins make it more cost effective to not receive the item
at your facilities.

o Do not allow drop shipments — Prevents any drop shipping from this vendor. After
this flag is marked, aACE displays a notification when users try to mark the
vendor's products for drop shipping. Can be useful to reduce vendor interactions
with your customers.
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