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Vendor Net Guide 
 

Overview: Vendor Net processing thru DXL Group is a combined effort between the customer 

service team, the buyer and the vendor to ship items to our customer in an efficient manner.  In 

order to be successful, information should be obtained prior to offering drop ship items on our 

websites/catalog.  Here is some information that we will need from the vendor in order to process 

drop ship orders.  

 

The buyer should coordinate a meeting with the drop ship team to discuss the vendor information 

and information provided in the check list. 

 

 

 

• DXL Group Order Processing: 

o All communication with DXL Group and the Vendor Net vendor will be via e-

mail using Dropship@dxlg.com 

o Here is an example of our .txt file that you will receive: 
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Buyer Requirements: 

Here is the information the Drop Ship team will need from the Buyer before processing orders for 

the Drop Ship Vendor. 

 

• Product/Vendor information: 

o Buyer should provide the drop ship team with the Vendor name, Vendor #, 

Ecometry Item #, Vendor Model #, and UPC 

o Buyer should submit the above information to Merchandise Support for set up in 

Ecometry  

 

Shipment Requirements: 

• All catalog/web orders are shipped using DXLG’s UPS account # 0RA161, 3rd party bill 

to. Provide expected ship time beyond 3-7 business days.  

o Provide information on International Shipments including:  

▪ Restrictions if any(i.e. leather shoes)  

▪ Vendor Limitations to ship internationally  

o Provide any Shipping Restrictions if any  

▪ HI, AK, US Territories  

o Provide ability to ship expedited (next day, 2nd day, & Saturday delivery)  

 

• For direct to store orders, please refer to Chapter 4 - Logistics and Routing 

Requirements. 

 

Returns/Warranties: 

• Buyer should ensure that vendor is responsible for Damaged Products during shipment 

process. 

• All returns are shipped to Canton, MA and are processed with the 90 day return/exchange 

policy.  Buyer should notify drop ship team if there are any special conditions (i.e. bikes) 

that would vary from the return policy and location.   

• Is there a Warranty Period provided by the vendor beyond DXL Group’s 90 day policy. 

• Buyer should provide information on repair policy and vendor responsibility for item 

after 90 days.  Buyer should provide part replacement policy. 

 

Other requirements: 

• Need any other product requirements such as the ability to set up the item at the 

customer’s home ( i.e. Pride Mobility Chair) 

• Is item shipped fully assembled or partially?  Buyer should provide assembly instructions 

if needed. 

  

Vendor Requirements: 

Here is the information the Vendor Net team will need from the Vendor Net Vendor. 

• Contact information: 

o Provide an E-mail address to email orders 

o Provide contact person(s) & telephone number and back-up contact. 

o Fill our vendors check list and sent to dropship@dxlg.com  

o For all direct to store drop ship orders please contact traffic@dxlg.com and 

request routing, she will then supply the UPS account #’s as they are different 

from the catalog numbers. 
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• Order confirmation: 

o Vendor is required to notify DXL Group when an item is not available within 1 

business day. 

o Vendor is required to notify DXL Group when an item is on back order and 

include expected ship date within 1 business day. 

• Shipment notification: 

o Shipment Notifications should be emailed to Dropship@dxlg.com within 1 

business days via: 

o File format (UPS Quantum View) or via vendor website access. The  DXL Group 

Order # or PO # must be included 

 

Example of Quantum View:   

  

 

 
 

*Next page is Vendor Checklist please fill it out  
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Drop Ship New Vendor Checklist 

 

Vendor information: 

Vendor Name:    __________________________ 

Vendor Email Address:  __________________________ 

Vendor Contact Person:  __________________________ 

Vendor telephone number: __________________________ 

Vendor Contact back up:  __________________________ 

 

Vendor communication: 

_____ Vendor communicated order confirmation process (NLA/BO) within 1 business day. 

_____ Vendor communicated shipment confirmation requirement (UPS Quantum View or 

website via 1 business day.) 

_____ Vendor has been provided with DXL Group’s Email address Dropship@dxlg.com 

_____ Vendor has been provided with DXL Group sample .TXT file and frequency 

 

Product/Vendor Information: 

_____ Buyer has coordinated a meeting with the Vendor Net team to review vendor info 

_____ Vendor Name, Vendor #, Ecometry Item #, Vendor Model#, UPC provided to Vendor 

Net team. 

_____ Merchandise Support has completed set up in Ecometry 

 

Shipment Requirements: 

_____ Vendor has confirmed method of shipment   

_____ Vendor has been provided with DXL Group UPS account number if needed 

_____ Vendor has provided expected ship time if it is beyond 3-7 business days 

_____ Vendor has provided International shipment information 

_____ Vendor has provided shipping restrictions 

_____ Vendor has provided expedited shipping information. 

 

Returns/Warranties: 

_____ If not using DXL Group UPS account, has provided return shipment process 

_____ Vendor is responsible for Damaged products during shipment 

_____ Vendor returns are shipped to Canton, MA with 90-day return policy.  Special return 

conditions identified and communicated. 

_____ Warranty information provided 

_____ Repair policy/parts after 90 days identified and communicated 

 

Other: 

_____ Any product requirements identified and communicated (i.e. setup) 

_____ Item shipped partial/assembled identified and communicated with instructions. 

  

Contact information: Dropship@dxlg.com 


