How to print a Dropship order in VendorNet:

1. Log into VendorNet.
2. Now Click on Print from the left-hand menu. 
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3. Click on Print New Orders in the upper right hand side of the screen. 
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4. This will change the screen to show the graphic below. Click on the “Click Here”
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***Important Note***

If you are setup with html (broswer) the packing slips will open in a new tab or window. 

Either print to a printer or print to a PDF printer such as bullzip.
If you are set to print automaticly Microsoft Word will merge the information and print automaticly. 
This will return you to the Home/Welcome screen. 

However, if you are setup to use mail merge (ability to save in a word document) follow the next steps.
5. Next you should see your Microsoft Word program open up. You will see the template on the left and the Mail Merge Menu on the right.
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6. Select “Edit individual letters…” from the menu.
7. When the “Merge to New Document” box opens, click “OK”
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8. A new Word window will open displaying the packslip with information.  You may print or save as necessary and then close all Word windows without saving (if asked). 
Please contact VTG@cornerstonebrands.com if you require further assistance.
