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How Do You Ship One Product to multiple Ship-to
locations?

Either enter separate product lines or one product with different addresses
listed in the Special Instructions area.

Explanation: An Order has a Ship to for the entire order. Each product on
the order can have it’s own Ship to.

Option 1:

Divide the Product into separate lines based on the quantity shipped to each
location. In the Product Tab, click on the Destination tab to indicate where
this quantity will be shipped.

Note: You will need to use this option when the Sales Tax is different for
each ship-to location.

# Products (1)
Ordered Unmit IPC Price Price Total Cost Cost Total
s Wm B w| w00 [ |~ Q] soemo | s2:000 [ sozss | susso @O
Method | o v g:ml:mtrr;fs Itte:'cr Frice Per 1] C‘.Jsl | 1
Vendor | 40480 Bic Graphic USA ‘Q Edit [0 1s FreightItem Category | [Salect) ¥ | Ship | 971072015 Update Dates
sku | 55095 [E] Include an Packing List Type [Select) w | InHand Update Dates
AlMatix |h}é.;,;& (0)[nstructions ()| Destination [r;;; ) 60000% ]&;Hn}.’s;.{n History (1] [ ”””””””””””””””””””””
From |Q| To |jiu janes |Q | Update Destnatiors
Compary | Bic Graphic US& Company | Allied Insurance
Attention Attention | jill janes
Address 1 | PO Bex 23088 Acaress L | 3903 Herttage Ra
Adcress 2 Address 2
iy Tawpa | State/Pronince | FL |q City Ceder Falls | State/Provinee |:A |Q
Zip/Postsl | 336232088 \ (ounty| Zip/Postal | 50613 County | Black Hawk
Country [ UNITEDSTATES |Q Courtry | UNITED STATES |Q‘
Nhana 19YeAAE 1710 | 1 Nhnna 1T mee | '_‘

The Order will show 3 Product Lines. You can view the Destination by
expanding the product and clicking Destination.

NOTE: When you Print this order, the Purchase Order copy will show the
Ship-to by Product. The Acknowledgement and interoffice copy will not print
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the individual ship-to addresses.
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Option 2:

Have one Product line and indicate quantity to be shipped to each address in
the Instructions area. In the Product Expander, click on the Instructions tab,
then click Add Instruction.
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Select which forms you’d like to see these instructions. If you'd like to see
the address information on all the forms, click on “All forms”. If it's only
important for the vendor to see on the Purchase Order, click Purchase Order.
Indicate the quantity to be sent to each location.
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Note: The Sales Tax would need to be the same for each Ship-to location
when using this Option.
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Ship 25 to: Southdale Elementary
9905 Orchard Drive
Cedar Falls, |14 50613
Ship 25 to: Lincoln Elementary
Sth Street NW
Cedar Falls, 14
Ship 25 to: Morth Cedar Elementan




