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DESCRIPTION 
 
One of the more popular practices today is to drop ship customer orders. A company 
receives an order from a customer and sends a purchase order to one or more of its 
suppliers. The supplier will then directly ship to the customer the ordered items and 
will send the bill to the company. In doing so, companies can reduce the cost of 
carrying inventory in their warehouse, lower their overall shipping costs, and 
improve customer service. 
 
AccountMate 9 for SQL/Express introduced the Drop Ship Management feature that 
provides the ability to create and import sales orders and quotes that are to be drop 
shipped. This feature also allows you to designate which line items are to be shipped 
by the supplier directly to the customer by assigning a drop ship warehouse to these 
items. 
 
This Technical Note discusses how to set up and utilize the Drop Ship Management 
feature to meet your company’s specific needs.  
 
SOLUTION  
 
Perform these steps to set up and utilize the Drop Ship Management feature: 
 
1. Activate certain modules. 

 
The Drop Ship Management feature requires that the Sales Order (SO), Purchase 
Order (PO), and Inventory Control (IC) modules are activated and set up before 
you can use it. 

 
2. Set up a Drop Ship warehouse. 

 
Before you can record any drop ship transactions, you must first set up a drop 
ship warehouse that will serve as the virtual warehouse exclusively for drop ship 
transactions (see Figure 1).  



 
To set up a drop ship warehouse record, perform these steps: 
 
2.1 Access the Inventory Control module. 
2.2 Under the Maintenance menu, access the Warehouse function. 
2.3 Enter the warehouse name in the Warehouse field, and press Enter; then, 

click the Add button in the Warehouse Leading/Full Search window. 
2.4 Enter all the other pertinent information (e.g. Description, Address, City, 

State, etc.). 
2.5 Be sure to mark the Drop Ship checkbox. Once the warehouse record is 

saved, you can no longer change the Drop Ship checkbox setting. 
2.6 Click Update. 
 
Note: The drop ship warehouse is not a physical warehouse; thus, there is no 
need for you to add an additional bin record in the bin grid. The MASTER bin is 
sufficient. 

 
 

 
Figure 1 – Warehouse Maintenance function (Drop Ship checkbox is marked) 

 
 
3. Assign a Drop Ship warehouse to the inventory item record. 

 
After creating a drop ship warehouse record, you need to assign it to an 
inventory item record by performing the following: 

 
3.1 Access the Inventory Maintenance function. 
3.2 In the Item # field, enter the inventory item number to which you will 

assign the drop ship warehouse record.  
 

Note: There are two conditions that must be met before you can assign the 
drop ship warehouse record to an inventory item record: 



1) In the Information ► Used In area be sure that the Purchase Order 
checkbox is marked for the chosen inventory item record.  

2) The chosen inventory item record is not a kit item.  
 

3.3 Click the Item Warehouse Setup button beside the Whse Lookup 
button. 

3.4 Perform these steps in the Warehouses for Item # [xxx] window (see 
Figure 2): 

3.4.1 Click the Add button. 
3.4.2 Click the Lookup button in the grid and select the applicable drop 

ship warehouse record from the Warehouse Leading/Full 
Search window. 

3.4.3 Click Close. 
3.5 In the GL Accounts tab enter the applicable Revenue Code for the drop 

ship warehouse. 
3.6 Click Update.  

 
 

 
Figure 2 – Warehouses for Item # [xxx] window 

 
 

4. Record transactions for a drop ship inventory item using the Drop Ship 
warehouse. 

 
To illustrate the entire process of a drop ship transaction (i.e., from sales order 
up to inventory shipment), the discussion in this section will focus only on the 
following functions: 

 
• (SO) Create Sales Order  
• (PO) Create Purchase Order by Sales Order 
• (PO) Received Goods  
• (SO) Ship Sales Order 

 
4.1    Create a sales order. 

4.1.1 Access the Sales Order module. 
4.1.2 Under the Transactions menu, access the Create Sales Order 

function.  
4.1.3 In the Customer # field, enter the customer number. 
4.1.4 In the Information ► Warehouse field, assign a drop ship 

warehouse (see Figure 3). 
 



 
Figure 3 – Create Sales Order function > Information tab 

 
4.1.5 Go to the Line Items tab, and click the Add button. 
4.1.6 In the Item # Leading/Full Search window select the inventory 

item record. 
4.1.7 Review other pertinent information (e.g., Order Qty, Unit Price, Disc 

%, etc.) and change them as you deem necessary (see Figure 4). 
4.1.8 Click Save. 

 

 
Figure 4 – Create Sales Order function > Line Items tab 



4.1.9 When the Create Sales Order dialog box is displayed, perform 
either of these steps:  
• Create a purchase order for the drop ship sales order transaction 

by clicking the Create PO button (see Figure 5).  
• If you do not wish to create a purchase order, click Close. 

 
Note: A similar dialog box is displayed when a sales quote is 
approved using the Approve Sales Quote function where it also 
provides you an option to record a purchase order, same as the 
Create Sales Order function.  

   
 

 
Figure 5 – Create Sales Order dialog box 

 
 

5. Create a purchase order by sales order. 
 
There are two ways to create a purchase order that is specific to a sales order 
with drop ship inventory items.  
 
• The first method is to click the Create PO button in the Create Sales Order 

dialog box. To create a purchase order using this method, perform the 
following: 

 
5.1 Click the Create PO button in the Create Sales Order dialog box. 
5.2 Enter the vendor number in the Create Purchase Order by Sales 

Order ► Line Items ► Vendor # field. 
5.3 If applicable, enter the inventory part number in the Part # field. 
5.4 Click Save. 
5.5 When the message window about the currency exchange rate is 

displayed, click Yes. This message is displayed only when the multi-
currency feature is enabled. 

5.6 Click Close in the Create Purchase Order dialog box. 
5.7 Click Close in the Create Sales Order dialog box. 

 
• The second method is to access the Create Purchase Order by Sales 

Order function in the Purchase Order module. To create a purchase order 
using this method, perform the following: 



 
5.1 Access the Purchase Order module. 
5.2 Under the Transactions menu, select the Create Purchase Order ► 

Create Purchase Order by Sales Order function (see Figure 6). 
5.3 Review the pertinent information in the Information tab. 
5.4 Go to the Line Items tab, and click the Add SO button.  
5.5 In the View Sales Order List window select the SO #, and click the 

Select button. 
5.6 Enter the vendor number in the Vendor # field. 
5.7 If applicable, enter the inventory part number in the Part # field. 
5.8 Click Save. 
5.9 When the message window about the currency exchange rate is 

displayed, click Yes. This message is displayed only when the multi-
currency feature is enabled. 

5.10 Click Close in the Create Purchase Order dialog box. 
 
 

 
Figure 6 – Create Purchase Order by Sales Order function 

 
 
6. Receive Goods. 

 
Like any other purchase order transaction, the purchase order for the drop ship 
transaction must also be received. This step is necessary to proceed with 
inventory item shipment. To record the receipt of the purchase order with drop 
ship inventory items, perform the following:  

 
6.1 Access the Purchase Order module. 
6.2   Under the Transactions menu, select the Receive Goods function. 
6.3 In the Purchase Order # field enter the purchase order number for the 

drop ship transaction.  
6.4 Review the Receive Date information. 



6.5 Go to the Line Items tab, and click the Receive All button (see Figure 7). 
6.6 Click Save.  
6.7 When the Receive Goods dialog box is displayed, perform either of these 

steps:  
• Ship the drop ship inventory items by clicking the Ship SO button (see 

Figure 8).  
• If you do not wish to proceed with the inventory item shipment, click 

Close. 
 
 

                   
Figure 7 – Receive Goods function 

 
 

 
Figure 8 – Receive Goods confirmation window 

 
 
7. Ship the sales order. 

 
There are two ways to record the shipment of a sales order with drop ship 
inventory items.  
 



• The first method is to click the Ship SO button in the Receive Goods dialog 
box. To record the inventory shipment using this method, perform these 
steps: 

 
7.1 Click the Ship SO button in the Receive Goods dialog box. 
7.2 Review the Ship Date and other pertinent information in the Ship 

Sales Order window. 
7.3 Click Save. 
7.4 Click Close in the Ship Sales Order dialog box. 
7.5 Click Close in the Received Goods dialog box. 

 
• The second method is to access the Ship Sales Order function in the Sales 

Order module. To record the inventory shipment using this method, perform 
the following: 

 
7.1 Access the Sales Order module. 
7.2 Under the Transactions menu, select the Ship Sales Order function 

(see Figure 9). 
7.3 In the Sales Order # field enter the sales order number for the drop 

ship transaction.  
7.4 Review the Ship Date and other pertinent information. 
7.5 Go to the Line Items tab, and click the Ship All button. 
7.6 Click Save. 
7.7 Click Close in the Ship Sales Order dialog box. 

 
 

 
Figure 9 – Ship Sales Order function 

 
 
 
 



8.  Generate the reports. 
 
To help you verify the drop ship related transactions, generate the following 
reports: 
 
• New report 

 
 Drop Ship Order Status Report 

This new report displays all the sales orders that are set up for drop ship 
and their related drop ship inventory line items. 

 
• Enhanced reports 

 
 Print Pick List 

When you generate this report, you have the option to exclude drop ship 
inventory items. Simply mark the Exclude Drop Ship Items checkbox. 
 

 Bin Quantity Listing  
A group of options is added to this report: Drop Ship and Non-Drop Ship 
Warehouses, Drop Ship Warehouses Only, and Non-Drop Ship Warehouses 
Only. 
 

 Warehouse Quantity Listing 
Same as the Bin Quantity Listing, this report also has the new options: 
Drop Ship and Non-Drop Ship Warehouses, Drop Ship Warehouses Only, 
and Non-Drop Ship Warehouses Only. 

 
 
Understanding how to set up and utilize the Drop Ship Management feature helps 
you maximize its use to best address your company’s specific need to drop ship 
customer’s orders. 
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