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FULFILLING AN ORDER ON
FEMPRENEURS & BOB GO

Introduction
HOORAY YOU’VE GOT AN ORDER!!!
But now what?

Follow this in depth guide to learn how to fulfill an order and get your
product into your customers hands swiftly and easily!

When a product is purchased this is what you will get on email:



NEXT:

Head to your Fem profile > MANAGE MY SHOP BUTTON > Orders.
You will see your order:

Get your order ready!🙂

Is your order ready to dispatch? Follow these steps:
1 - Select the corresponding order number.
2 - Click on the order number
3 - Scroll down to the order
4 - Tick the little checkbox next to the order

5 - Click Bulk Actions > Mark as Fulfilled > Apply.

The shopper will receive a notification that their order is ready to be
shipped so make sure you only fulfill this when your order is ready to
be shipped.



NEXT YOU NEED TO ACTIVATE YOUR ORDER ON BOB GO

ACTIVATING the Courier Collection:
Once your product is ready to be shipped you’ll need to log into your
Bob Go account:

On your dashboard your order will show up as follows:
If it is paid in green you know you can go ahead with fulfilling the order.
(should this say unpaid pls email support@fempreneurs.co.za so we can
check on our end)

NEXT:

1) Match the order number at the top to the order number that comes
through to your email address connected to your store.
2) If you have sufficient funds in your Bob Go wallet you will be able to
fulfill this order.

To FULFILL this order and activate courier collection, click on either
Quick Fulfill ORMore Fulfillment options.

You can choose which courier you would like to use and simply request
when you would like to have the order collected!

https://my.bobgo.co.za/login
https://my.bobgo.co.za/login
mailto:support@fempreneurs.co.za


Quick Fulfillment:
This uses the courier selected by Bob Go - this is by default the cheapest
option for this specific shipment.
Click SHIP NOW to choose this option.

Once the shipment has been booked, you will see a pop-up screen where
you can download the waybill document.

Print this out (you will see that there are 2 copies of the document on the
A4 sheet, which you will need to cut out).

Attach the one copy to the parcel and let the courier sign the second
copy as proof of collection. Keep the signed copy until the parcel has
been delivered.



More Fulfillment Options:
This gives you more options to choose from Bob Go’s various partner
courier operators (see below)

Click on GET RATES to view these options

Click BOOK THIS to select an alternative courier option.



PLEASE NOTE: if the shopper has paid a certain amount for shipping for
example R65 and you choose to select a higher rate eg R85,
Fempreneurswill not be liable to cover the difference.

Similarly, however, you may end up paying less than your customer did
due to shifts in courier availability/rates.

GETTING PAID FOR SHIPPING

If you’re still unsure, this is how Fempreneuers pays out their members
for sales and shipping fees:
We'll release funds owing to you from all your sales PLUS SHIPPING
COSTS (less our 3% commission) every Monday and Thursday,
excluding holidays, to be paid directly into your bank account (details to
be provided and kept up to date by you).

HOW DOES MY CUSTOMER KNOW A SHIPMENT IS ON ITS WAY?

Bob Go has an internal emailing system with each of its courier services
which send automatic updates to your clients via EMAIL -provided you
have given the correct email address. As a Bob Go client you are able to
track every movement of your parcel:
SETTINGS > TRACKING NOTIFICATIONS >scroll down to SHIPMENT
TRACKING UPDATES.
We recommend the following setup:

NB
We highly recommend reading through the Bob Go tutorials on how
their system works. You can find these links on our Bob Go partner page.

https://fempreneurs.co.za/our-partners/bobgo/


CHANGE OF ADDRESS:

Should you move house please be sure to UPDATE your collection
address otherwise the couriers cannot collect from you. Please also
update this on your Fempreneurs profile and pop us an email on
support@fempreneurs.co.za.

ORDERING YOUR FLYERS/ FRAGILE STICKERS
(STATIONARY)

One of the benefits of using Bob Go is you get to pre order PLASTIC
ENVELOPES (FLYERS),WAYBILL SLEEVESand FRAGILE stickers for your
boxes for FREE.

To order your free stationary follow these steps:
1 - On your Bob Go Dashboard head over to RESOURCES HUB on the left
hand side:

2 - Click ORDER COURIER STATIONARY

mailto:support@fempreneurs.co.za


3 - Select the courier you use the most OR order from a select few, add
the quantity you need (start with 10 sleeves if unsure), then place order:

If you do not have any flyers, you can request that the courier bring you a
flyer on collection of your parcel.

This can be done in the COLLECTION INSTRUCTIONS section on the
waybill when fulfilling a shipment.

NB:
We highly recommend reading through the Bob Go tutorials on how
their system works. You can find these links on our Bob Go partner page.

FAQS

● What if I already use a courier & don’t want to use Bob Go?
Should you be using a courier already and do not need Bob Go,
please email support@fempreneurs.co.za and we’ll advise
accordingly.

● So how exactly does Bob Go work?
○ Bob Go works on a pay as you go basis. While we have

negotiated a FREE account and discounted courier rates

https://fempreneurs.co.za/our-partners/bobgo/
mailto:support@fempreneurs.co.za


with their networks of courier partners, you’ll need to load
credits upfront beforehand.

○ Log in to Bob Go and load some credit into your account.
(You shouldn’t need more than R200 credit to start with).

○ A shopper will then check out from your store on
Fempreneurs and the best available rates for your order will
appear at checkout.

○ Your customer will pay for your product + the courier fee and,
in turn, Bob Go will assign the best available courier to your
account in my.bobgo.co.za

● What if I don’t want to use the courier Bob Go has assigned for
me?
Before fulfilling the shipping order, if required, you are able to
choose another courier company (and the rates) from the drop
downmade available on each order in your account in
my.bobgo.co.za. Remember; Bob Go has charged the shopper the
best rate possible for you, should you choose another courier (at a
higher cost to what your customer has paid) this deficit will be
debited from the remaining credit in your Bob Go account.
Fempreneurs will only settle the amount paid by the shopper.

If in any doubt, please visit our Bob Go partners page or email us on
support@fempreneurs.co.za

TO RECAP:
1 - Lookout for any orders coming through to your account
2 - Get your product ready to ship
3 - Mark your order as fulfilled on your dashboard
4 - Head to your Bob Go account and find the order
5 - Fulfill the shipment, wait for the courier to collect
6 - Order your flyers should you need them🙂

START SELLING with FEMPRENEURS & BOB GO!

https://my.bobgo.co.za/login
https://fempreneurs.co.za/our-partners/bobgo/
mailto:support@fempreneurs.co.za

