
How to Drop Ship Instructions 

STEP 1: Go to Your Cart 

If you are not already in your shopping cart, select the cart icon on the upper right side to begin the drop 

ship process and check-out. 

 

STEP 2: Select the Items You Would Like to Drop Ship 

Once you are in your cart, you will see a “Check all” box, and individual checkboxes under each item in 

your order. This is where you will select whether you’d like the items in your order to be drop shipped. If 

all items in your order will be drop shipped, simply select “Check all” or checkmark the specific items in 

your order. 

Then you will select “CHECK OUT”. 

PLEASE NOTE: Any items not selected for drop shipping will automatically default to the address you 

have associated with your account (likely your home or work address). 

 



STEP 3a: Adding Your Drop Ship Addresses VIA SPREADSHEET TEMPLATE 

Select “Download a spreadsheet template” to edit the drop ship template and input the addresses.  

 

When the spreadsheet is downloaded, you can start inputting your ship-to information. There will be 

two rows of example addresses to reference when adding your ship-to addresses. Once your ship-to 

addresses are in the spreadsheet, delete the two rows of example addresses from the document.  

Then save the file on your computer. Select the cloud icon to upload your drop ship list.  

 

Once the list is uploaded, the following pop-up will display on your screen. This is where you will confirm 

that the information you had in your spreadsheet is correct. If something needs to be updated, you can 

edit it by selecting the pencil tool on the right side. Also, you can export your uploaded drop ship list, 

delete addresses, add your address and add a new address in this spot. 

After you reviewed the information, select “Next Step”.  

 



STEP 3b: Adding Your Drop Ship Addresses MANUALLY 

You can manually input addresses by selecting “MANUALLY ADD SHIP-TO ADDRESSES”. 

 

The pop-up below will come up and is where you can manually add the recipient’s address. Once the 

recipient’s information is added, select “Apply.”  

 

Once you add the first recipient’s address you can add more ship-to addresses by selecting “View/Edits 

previously uploaded address.” 

 

 



The screen below will come up. This is where you will manually add the rest of your ship-to addresses. 

You can do so by selecting the “Add a new address” on the upper right side. If something needs to be 

updated, you can edit it by selecting the pencil tool on the right side. Also, you can export your uploaded 

drop ship list, delete addresses, add your address and add a new address in this spot.  

 

After you reviewed the information, select “Next Step”.  

 

STEP 4: Assigning Drop Ship Quantities 

The following pop-up will show up on your screen. This is where you will acknowledge that you are 

about to assign drop ship quantities to your order. After reading the message, select “Ok” 

 

 

 

 

 



Select “SHOW ALL ITEMS” on the right side to expand every item/recipient in your order and start 

assigning quantities. Each item in your order will show up under the recipient. To the right of each item 

is where you assign the quantity you would like shipped to the recipient; you can type in the quantity or 

use the up and down arrows. Then select your “shipping method” for each recipient. Once all the 

quantities and ship methods have been assigned correctly, you will see the following green text, “All 

quantities have been assigned.” “CLICK HERE TO CONTINUE” to start the payment process. 

 

 

STEP 5: Confirm Drop Ship Order Summary 

Your drop ship summary will be displayed on this page. You will be asked to review and confirm that the 

information you inputted is correct. If so, confirm order and click “CONTINUE.” You will be prompted to 

the check-out page. 



 

This is a good time to confirm that all the information you inputted is accurate. If something needs to be 

updated, please return to the previous page. 

 

 

IMPORTANT NOTES AND TIPS: 

• On demand apparel items do have longer lead teams. Please keep that in mind when placing 

your order. 

• Triple check ship-to addresses and quantities before continuing to payment. 

• Any items not selected for drop shipping will default to the address you have associated with 

your account (likely your home or work address). 

 

 


