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Using SHOP for Special Orders 
 

Introduction This quick reference guide explains how to use SHOP for special orders. The SHOP 
tool simplifies the Special Order and transfer process, provides accurate visibility of 
vendor inventory, and allows for orders to be placed directly through the tool. 

 

Standard 
SHOP 
Ordering 

Follow these steps to place a Special Order using SHOP. 
 

Step Action 
1 Once you are logged into SHOP, select the Search by Reference 

option. You may also search by an Article Type (e.g., tires, wheels, 
accessories, or miscellaneous). 

 
2 Select an option from the Reference Type menu. 
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3 Enter the reference number in the Reference Number field and click 
Search. The rest of the Customer Information fields will populate with 
any applicable information after clicking Search. 

 
4 Locate the article being ordered and click Order Now.  

 
5 The top recommended option for the article displays by default, but you 

can change the View menu option to display more results.  
 
Enter the needed quantity in the Order Qty column and click Checkout.  
 

Continued on next page…
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6 Review the information in the Review Cart and Order screen and click 
Place Order to automatically notify the vendor. 

 

 

External 
Ordering 

If  no locations display on the main page, or the items will take too long to arrive, you 
will need to create a PO through External Ordering. 
 

1 Click External Ordering. 

 

Continued on next page…
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2 On the Review Cart and Order screen, enter the quantity, vendor type, 
and vendor name that you have contacted in order to confirm inventory 
availability. Once everything is ready, click Place Order to create the 
PO.  

 
NOTE: External orders do NOT automatically notify the vendor. By 
checking the Send Email checkbox and entering the vendor email 
address, you can automatically email a copy of the new PO to the 
vendor. A copy of the email will also be sent to the store email account. 
If  you chose not to email the vendor, you MUST contact the vendor or 
store to place the order. 
 

 
Contact If  you have any questions or concerns, contact the Service Desk at 

support@discounttire.com or 1-800-366-4399. 
 
 


