P

We a
JJ@W/ n

Elevate Your Shopify Shipping
and Fulfilment Experience

Signing Integration Shipment
Up Setup Management

Reach out to us to learn more at g-telesales@singpost.com
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Signing Up )

Connect Shopify SingPost Connector

3’(""’”’ N | S | To connect your SingPost and Shopify

S S accounts, start by taking these steps

ol Anabyscs Themes

Lo 1. At the search bar, search for
SingPost — Shipping & Fulfilment

2. Select the Shopify SingPost plugin

SingPost — Shipping
& Fulfilment

Streamline your eCommerce shipping with ease

Rating (0.0) Reviews Developer

Lrerdr ey 0 SingPost

View demo store »

Install cancel You will be redirected back to your store
to install app
Singpost ECommerce UAT . .
by Singapora Post Uimited Day 1. To download the SingPost plugin,
click Install app
n ) ) B 2. Atter installation, you will be directed
factest-store Swont ECamocs to SingPost Merchant portal,

UAT

ship.singpost.com.

Thie spp neets 1o

Access customer and store
information

&  Edit custorner and store information

Contact Singapore Post Limited Dev for suppart
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https://apps.shopify.com/singpost-ecommerce-connector
https://apps.shopify.com/singpost-ecommerce-connector

Signing Up )

New Merchant Sign Up

Login to your SingPost E-Commerce Portal account

Emal

Passron

FOIgot your pessword?
I No account yet? Ged staned for ree I

Let's get started
4 staps before starsing your free trial

et

Faserms

Contere Pavmead

& i

HOW GaTi We Nt you to ship better

— [y —

[SingPost] We have received your request for our Shopify plugin

a SingPost €3 Reply | % Reply Al » Forword | | @

Hi “Merchant”,

We have received your request for our Shopify Plugin, our sales team will reach out to you within the next
working day to advise on the next steps

If you require any assistance, please contact g-telesales@sinapost com

Singapore Post support team

Pt
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For New Users, sign up for a new
merchant account

1. Click Get started for free

Create a New Merchant Account

1. Tick the checkbox after reading the
Terms and Conditions and Privacy
Policy

2. Fill your details accordingly; your
country is automatically set to
Singapore

Email Notification of Account Creation

1.  Submission of account creation will
trigger an email to your inbox

2. Upon successful application, login to
the Merchant portal to set up Shopify
Connector

For accounts set up by SingPost

1. Successful applications will be
provided with your account details and
temporary password

s
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Integration Setup )

Singpost Portal - Link Shopify Account

A i Login into your account
SRS e 1. Once logged in, go to Connect
il and click on New integration

@ Somve of your product measuremants e missing Ezy2ehip spgly 8 minkvum chargeabis
dimensions whl Telp us proide the most accurate rates

R - Sngposti0 Stare » Order No. Creates Dage Recypsent
B Regat v
Shopify account integration
1. The POP-UP will show up, click on
Start to connect Shopify store
£ shopify Connect 2. Choose your existing Shopify
account to integrate
3. Follow the installation instructions
£ shopify
Choose an account
to continue to Shopify
‘ Name
-+ Add account
Once app is installed and integrated,
R ; head back to Merchant Portal
ML harag St " 1. Under Connect, you will see the
* Exceprions Add Fitter plugin of your “Shopify Store”
oSS , connected
Add filter + v

e Shipment tracking

Clear all X

*g Connect

Singpost ID Store + Order No %7%

+ New Integration




Integration Setup )

Shopify Portal — Checkout setup

e _ = = To configure the settings on your Shopify
e S —n Store Checkout

Al Anahytics Themes

@ Moo 1. Click on Settings

€ Oiscosn

[ —
Ovwiew Sxcew

|

2. Click on the Checkout section

Sleg poas

Poge

Preforuniss

) #oinotsak

yr— e Under Customer contact method

i ackout styte

N i R 1. Select Email as the contact method
2 Users and parmissions

Customize dheckout

= Payments
¥ Checkow
2 Custorrer accounts
#  shipping and delivery Select wh
& Taves and duties S e IR o segings
Phens ramiar o emal

?  tocations
3 Gitcards
& notfications ¢ . .

s Under Shipping address phone number
& Custom data Onky
g . 1. Select Required
B Polices

G Am— 2. Once completed, click on Save
Optional

Reguired

#doress fing 2 (apatment. Uit efc)
DOnt oS

@) Opticnal  Recommensed

Recured

Shipping address phons rumber

roude

Optioral
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Integration Setup

Shipping and Delivery setup

)

e corgas basmes

$2,300:.

Cardraren

Shipping zones Creats zone

EER  singapore v

Singapore
Your rates {3) Carrier and app rates (1)
Rate name © Congition Price
Economy - Freo
Premium $100.00 and up $10.00 SGD
standard $0.00-399.99 $2.50 SGD

@ Delivery Rate Mapping

°
"o Shoevty Rat P Shogity Sy Frafer Sy Depey Sy wie
Garurs:Prcte o
Spsetant Exonuy Sinpone
reecrnt SEaIIE Singagien
Shipping zones Create zone

Singapore v

Singapore
Your rates (3) Carrier and app rates (1)
Carrier name * Handling fee Transit time Services
Singapore Post {Rates provided by app) - Calculated 3 Services «
Orders protected with Shoplfy-powered backup rate V4

Shopify Seller Portal Guide

Depending on the type of Shopify plan
you are on, we offer 2 modes of
Shipping and Delivery setup.

Refer to next page for detailed setup
instructions.

Mode #1:

For All Shopify Plans:

You can map your existing Shopify
delivery setup to SingPost Delivery
Services

Mode #2

For Shopify Advanced and Plus Plans:
Direct Synchronisation of SingPost rates
in Shopify Shipping and Delivery setting




Integration Setup )

Mode #1 SingPost's Portal - Mapping of delivery rates

Log into SingPost’s Portal

%2 Connect

# Store

©  Delivery Rate Mapping 1. Under Connect, select the
= Store 2
connected store

+ New Integration
& Account ~ :mwM_e??mgailoyli»'roAu_mlfswmffyguverfft]rfg_srijl_f 2. Scroll down to “DeIivery Rate
—— . Mapping”
T Setting v

3. All qualified Shopify Shipping and
@  oeivery Rate Mapping z delivery Shipping profile and rate
names will appear in the table

F—— 4. Select the SingPost Delivery
% Service which you wish to link
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Integration Setup )

Mode #2 Shopify Portal — Shipping and Delivery

tanaywit-s100 Shipping and delive X . .
e el To configure the settings on your Shopify
s e T Store Shipping & Delivery
iy PR 1. Click on Shipping and delivery
FRr——— Sons i A
ms — 2. Click on General Shipping rates
o
® oo Expactad dafivery datas O
o o elkety e ot hecking o
Shipping origins Show details v
Ezy2ship service, Signpost office - -
R Under Shipping zones
pmmm igaiod 1. Click on Add rate
- Singapore
Singapore
Rate name * Condition Price
Economy — Free
Premium $100.00 and up $10.00 SGD
standard $0.00-390.08 $2.50 SGD
fiodrate X SingPost Delivery Service Selection
Rate type 1. Select “Use Carrier or app to calculate
[ Use carrier or app to calculate rates a ‘ rates”
(" singapore Post (Rates provided by app) 2 ) 2. Select the services to be reflected
under your Shopify store checkout
Rates shown at checkout are based on your customer's address and the order's weight and
A 3. Click on Done
Services
Not available on Managed Markets orders 4. Once Completed, CIiCk on Save
N-Saver

Speedpost Economy Singapore (Deferred Delivery)
Speedpost Standard Singapore - dp

Future services

Automatically show new shipping services to customers when they become available

Handling fee
Adjust calculated rates to account for packaging and handling costs.
Percentage Flat amount
0 % | | $0.00 \

oo (D
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Integration Setup )

Mode #2 Shopify Portal — Shipping and Delivery

Shipping origins

Ezy2ship sarvice, Signpost office
Shipping zones

@ singapore

Singapore
Your rates (3) Carner and app rates (1)

Carrler name Handling fee

Singapore Post (Rates provided by app) o
Orders protected with Shopify-powered backup rate

Add rate

> Shipping > Payme
ontact Email address

Ship ta Shipping address

Shipping method

° Speedpost Express Singapore

Speedpost Standard Singapore

< Retun te infarmaton

Transit time

Calculated

Show detads Selected services will be displayed on

Shipping and delivery section under
“Courier and app rates”

Create zono
1. Once completed, click on Save
Services
2 5ervices v
At Customer checkout
d .

1. Upon checkout, customer will see
the updated shipping services for
selection

$5.00
$10.00

Continue to payment

Shopify Seller Portal Guide

Back at SingPost’s Portal, you can set
the buyer’s shipping fee shown at
checkout

1. Under Connect, select the connected
store

2. Under Shipping at Checkout, edit
the “price” column to configure price
of the delivery will be reflected on
store checkout

3. Once completed, click on Save




Integration Setup )

SingPost Portal - Account settings

o i
ories’ag, - For existing account, login to Merchant
shipments Portal with your current account

@ wea Srpmen - @ Sama of your prodict meswsremonts sre missing. Exy2ship apoty » misimum chargesble weight besed on parcel sk
imareions wll balp <5 (IOAGE 19 #05! AL atas

For account is created by SingPost, login
with the email & temporary password
= ; provided

- Store Clawr ot X . . .
- 1. Once login is successful, click on

Sew©  Gweomere  Codok e e - Account to update details

Jectentshop

P Under Account information, input
accordingly with your store details

General

1. Check and amend your Profile or
password if needed

V‘swfe o 2. Check or update your store name,
R . home page and contact page URL

m..;w Under Address, check if previous store
My Address shipping address is correct

— 1. Click Add New Address to add
shipping address

IS ::~

Address #2 |
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Shipment Management

Orders Sync & Shipping Price

Currently orders are synced from Shopify upon login and page refresh. Alternatively, you could
sync the orders manually via the following methods as well. However, the first sync needs to be
manually triggered via the sync button

o = s Under Connect, see the details of your
S ezy2ship account
e % ; 1. Click on your Store to start integration
() shopify =z
2. Click on Sync orders
7 oersme
— 7 3. Once successful, a pop-up message
T will show the pending orders
R E vt ki @ 1 oroeris) suceesstully smeed. START SHIPIING

4. Synced orders can be found under
Manage Shipments

Sevad bromy

32'1-'«““6* S —— Alternatively, under Manage Shipments,
TR at the Pending tab
. - PF 1. Click on Action
------ - i 2. Click on the Sync from the store that

you wish to pull orders from

ez « Orowr Na. Croamee Duw Zesewee sermcs Eateated sarmn v Fapert Tax & Dety
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Shipment Management

Manage Shipments - To Ship

To Ship Under Manage Shipments, new orders
synced will fall into either

@  New shipment v 1. Exceptions - Where orders with no
e ——— - Fielivery seryice typg assigngd or

AOITS; incomplete information will filter into

i . 2. To Ship - Where most orders would

g S fall into if Delivery rate Mapping was

o Stipment tracking set up, waiting for shipment creation

To Ship

Go to To Ship to complete the entire
== _|m shipment creation process for orders

1. Ready to ship — select up to 20

orders in the same page to

i s Mo s ot 2. A popup will appear showing the total
© A see v @ s = e number of shipments selected

8 A soe L i < S 3. Results of the shipment creation will
be shown to proceed to assign
shipment

A store 0 smamsmazm -

4. Select your pick up / drop off
preference and proceed

Summary 5. Your labels will be automatically

— Fp— generated in a separate tab (Please

allow popups in your browser)
N-SAVER N-Save 1 shpmentis

Any details on errors in the process will
be shown at the end of the process

Total 2 spmant(s)

Summary

Shipment Creation

Assign Shipment

N-SAVER

QLU D
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Shipment Management

Manage Shipments - To Ship and Shipment tracking

e oA B 1 5 If the shipment was created but failed to
To Ship assign shipment, the order will be shown
in For Assignment.

To complete the assignment

Agg Miter - v

. o5 V 1.  Select the orders
P . 2. Click on the Assign Shipment
button

Ready To Ship For Assigrment

L Singpopt 10 Store + Order No,

/| Marzge Shipments £ Treddng Shipments that have been created and
Tracking assigned successfully will appear in
Shipment Tracking

& Newsh pment v 1

Track the latest status of your parcel
Il Manage Shipments N (refreshed every hour)

® Exceptions 2

Easily see the mode of shipment
A Gollectin teppet collection/drop off/self lodgement

o Srpment tracking 3. Reprint labels

® ToShip

Tracking no & Order no Status
Track:
Tracking
A Losecton raguert Dropo® Serindge
Shmert Avgned
®  Tracieg oo & O o statin Owtetims Awegred Cottertion Time Shpment Assgnes Addrens s Orters Shigmant Ausign 10
jactest-st SngPos has reca 4 teder riomration tut Aot your OTASI0L 124421 4N
. _“_)__" 520 Inmseved ym e e b s SARNKRE AR 04 Sngpor Cecte Crop OMatiCPsnten 53003 36344
OIT007EIN 605 semye y .
Iactest stace SIGPOL 125 FETEVEO YOUT DNOEr TIDMEBEN, UL NIt y0u (TAS004 AZAINT 40 vE .
 Saiesaene -:{ - 3 2 SIS d0aN Srgoont Cenpre CropOMat3gesiston 2000  SGISNMENI
lacteststare SAaPOI nag racs ved V01 Crder FANITATIN DL Nt O LB 1NN A
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Shipment Management

Manage Shipments - Shopify updates and email notification

Assign Shipment

E-SAVER o

© Coew ek oy o

&« #1214 e Paid @ Fullilied  Archived

24 November 2024 at 10:06 pm from Online Store

Refund Return

& Testorder

Your payment gateway was in tg#{ mode when this crder was created.

& Fulfilied 1) #1

Location
Signpost office

Fuifilled

27 November 2024

Singapore Past tracking number

SPXZ10000003167
Product #13 $2000 x 1 $20.00
|
. [{ BE el el w «
S
Test-store ORDER #13

Your order is on the way

way Trock your shipment to see the delivery status

View your order or Visit ou

Items in this shipment

Product #13x1
|

Shopify Seller Portal Guide

Once the order have Assigned, the order
will be updated as “Fulfilled” in your
Shopify portal.

Shopify, by default, will send an email to
your customers indicating that the order
is on the way with their Singpost
Tracking number.

This email template can be edited via
Shopify platform. For more information on
how to customise your email template,
please contact a Shopify representative




Shipment Management

Manage Shipments - Exceptions

Exceptions

New orders synced with insufficient

© There s missng/erroneoy

B ew s ¥ information will appear under Exceptions
) Mnage shipmans %
e Add filter +
St
+ Store + Order No.
Exceptions Single order information correction
@ There v winrayereensss ivkrvs sy by fou siipreaed vvies Sttt I oves peioiy sorh yeche ) Firroabes 18 fromemd NN Bopwre crovba it 39 Sh” ol

1. Click on a single order to edit the

' information

':'- 2. Update the shipment details if needed

e e e e re— 3. Save the information

AT e 5 4. After saving, you can continue

o swre T - shipping your orders via To Ship
e If your order is missing the service type,
R e AR T A B e you can Bulk edit shipment

L _IEI 1. Select the list of orders in the same

: page which you wish to edit

o 2. Select the dimensions
. ::“ . = Sl _— 3. Select the service
- . - -—:m 4. Click on Save
LR o i 5. After saving, you can continue

shipping your orders via To Ship
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Shipment Management

New Shipment - Create Shipment

/4{;:)74:6"!’_
v | New Shpment / Create Shipment .
= Manually create new shipments under
Create Shipment
Receiver Information (Siep 11
- ™ ~
m Npmen -~ p From AN €SN Address
Ship
[ ]
Receiver Information (5ne 1o . .
1. Enter the ship from and ship
. . to address
[~ (] 2. Enter your shipment details
Snpmest fo NGy '
- - - "0 po
= [ . |
Solect Servces 3. Select relevant delivery
o S e services
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Report Management

Shipment Management

Report > Orders over time

i Manage Shipments v 25/07/2023 25/07/2023 All Channels
W Pickups v
»3 Connect

& fanny-test-store

+ New Integration

£ Account v
B Report ~
® Order
e Sales
T Setting ¥

Report > Orders over time

16/07/2023 2510712023 \'
Store
All Channels
Day Orders Average Order Va
Jul 16, 2023 - Jul 25, 2023 8 17.50
July 242023 8 17.50

o i
[t [jL Calited n SAN = ¥ B Wiop el i =i
Faste o) 1 u = == 5 Condmany Fo
5 |1 u-igl &- === e= Eusace $-% 9 bt
o F aigrwner " Nunsbey .
Al
a s < )

1_Date fram - to Jul 16,2023 - Jul 25, 2023
Z Chanmels Store
3 Report Order over time
4 Day Ordars Average order valoe Totsl order value
5wl 10, 2023 - I 25, 2023 s s 100
& |1ty 24, 2023 8 175 140

v

Orders Net Sales Shipping Total Sales
2 140,00 55.00 195.00
8 14000 55.00 19500

2 Saarch

Fle  Home Imert  Pogeloycet  Formulaz Dota Review Mew Automste Hep

‘[j A Caitbi VA A Ll E
outs B | g Conem

~ (8] T w-iEs e A $-% 9 @ e

- & s
Cipboswd & Fant " Punbee
A1 v 5 | Datafrom-to

A B < | D
1 |Date from - to IJM 16, 2023 - Jul 25, 2023
2 Channels ranny-test-store
3 Aeport Order over time
4 Dy Ordars Net Sales shpoing
8 1%

3 Jul1p, 2023 - Jul 25, 2023
0 Uuly 24, 2023 8

140

Under Report — Order, you can check the
overall no of order

1. Filter via date and channels and click
on Export to generate the report

2. An excel report will be generated

Under Report — Sales, you can check on
overall report

1. Filter via date and channels and click
on Export to generate the report

2. An excel sales report will be generated




