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How to select Service Option while creating new Drop-ship Location 

Steps: 
1. After login to PCS, click Accounts menu.  
2. Click Dealer Addresses sub-menu. 
3. Click ‘Add New Address’ button. 
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How to update Service Options for existing Drop-ship locations 

Steps: 
1. After login to PCS, click Accounts menu.  
2. Click Dealer Addresses sub-menu. 
3. Click the Drop-ship Address to be updated. 
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Definition of Service Option  
Steps: 

1. Add item to Order Form, then go to Shipping & Billing Page.   
2. Mouse over info icon next to ‘Service Option’ 
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How to update Service Options for the Shipping address when placing 
order 

Steps: 
 

3. Add item to Order Form, then go to Shipping & Billing Page.   
4. Select Shipping address (either Ship-to Address or Drop-ship Address) 
5. Check ‘Save For The Address’ 
6. Change Service Option selection. 
7. Click ‘Continue to Order Summary’ button 
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1. Review selected service options in Order Summary page. 
2. Click “Submit” button. 
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How to change Service Options Selection for current order 
Steps: 
 

1. Add item to Order Form, then go to Shipping & Billing Page.   
2. Select Shipping address (either Ship-to Address or Drop-ship Address) 
3. DO NOT check ‘Save For The Address’ 
4. Change Service Option selection. 
5. Click ‘Continue to Order Summary’ button 
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1. Review selected service options in Order Summary page. 
2. Click “Submit” button. 

 
 

 

Note:  

If checkbox of ‘Save For The Address’ is checked, the change of Service Option selection for the selected shipping address 

will be updated permanently. If it is not checked, the change is for the current order only. 

 


