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Signing Up )

Connect Shopify SingPost Connector

To connect your SingPost and Shopify
SingPost-Shipping accounts, start by taking these steps

& Fulfilment 1. Go to this link SingPost — Shipping
& Fulfilment

2. Click on Install

Pricing

Free to install. Additional charges may apply.

Rating
0.0 % (O Reviews)

Developer
Singapore Post Limited

Install

% Install app You will be redirected back to your store

to install app
u :ﬁngpost-shipfjngt Fulfilment 1. To download the SingPost plugin,
ingapore ost Limite: C“Ck Install
This app needs access to: 2. After installation, you will be directed
to SingPost Merchant portal,

View personal data

v ship.singpost.com.

Customers, store owner

View and edit store data

Customers, products, orders

Why does SingPost-Shipping & Fulfiiment need data access? Check their Privacy Policy.
and Terms of Service.

Cance' m

Shopify Seller Portal Guide Srgapee
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Signing Up )

New Merchant Sign Up

. For New Users:

1. Please make an enquiry to open an
account first. Click Enquire now

Login to your SingPost Shipping Portal account .
2. Create your login for a new merchant

account. Click Create your login

{ )

Password

Forgot your password?

LOGIN

Please contact us to open an account before creating your login : Enquire now

Create your login here

Lech.got st Create a New Merchant Account

4 steps before starting your free trial

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

passwes Policy

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

Contrm Password

1have read and agreed to the Terms and Conditions of Use, Speedpost Terms
and Conditicns and Privacy Policy of this applicason

]

Email Notification of Account Creation

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

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

O sigpost € Reply | € ReplyAll | —> Forward | | i . . .
e 2. Upon successful application, login to
the Merchant portal to set up Shopify

Connector

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 For accounts set up by SingPost

Singapore Post support team

1. Successful applications will be

@47% provided with your account details and
temporary password
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Integration Setup )

Singpost Portal - Link Shopify Account

% ® > Manage Shipments > ToShip Login into your account

S eshop To Ship 1. Once logged in, go to Connect
& Searchvonder Bodipent Srvie and click on New integration
B New Shipment v
B Manage Shipments ~
Exceptions 25 R el
To Ship 3 a Mtem(s)smre 550

Scheduled Collections

Shipment Tracking store
A oo 0y
&% Connect
-store
M test-store a Titem(s) #1333

+ New Integration

€ Account o 50/ page Page 10f 1
GJ Reports v
Shopify account integration
1. The POP-UP will show up, click on

X Start to connect Shopify store

2 .
£ shopify Connect 2. Choose your existing Shopify
account to integrate

To connect your Shopify store to SingPost,

e et Slon o Seape sore 3. Follow the installation instructions

() shopify

Choose an account

to continue to Shopify

{ Fanny Kee

QY fnnvloamcinanact cam
Name
Email address

+  Addaccount

% @ > Manage Shipments >

Store Name TO Ship
testshop . . .
e —— Once app is installed and integrated,

9 New Shipment . head back to Merchant Portal
B Manage Shipments ~

Exceptons = 1. Under Connect, you will see the

Toship B A plugin of your “Shopify Store”

Scheduled Collections conn eCted

Shipment Tracking a —
&% Connect

jactest
= test-store a Titem(

+ New Integration
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Integration Setup )

Shopify Portal — Checkout setup

shoplly S To configure the settings on your Shopify

S . Store Checkout

Wl Analytics Themes

& Marating 1. Click on Settings

& Discounts

2. Click on the Checkout section

Sales channels
Online Store
I Themes
Blog posts
Pages
Navigation

Preferences

Point of Sale

st detal Under Customer contact method

Checkout style
Plan

siling 1. Select Email as the contact method

Upload a logo, change colors, fonts, and more.

o k.

Users and permissions

2

Customize checkout
Payments

Checkout
Customer contact method ©
Customer accounts

£ ]

W | Shipping o udtery Select what contact method customers use to check out.
& “Toesnd G Customers will receive order and shipping notifications configured in notification settings.
Phone number or email
Q@ Locations
£ Gift cards
# Notifications £ull name . .
Under Shipping address phone number
& Custom data @® only require last name
@ Lo Require first and last name 1 S I t R . d
oo elect Require
B Policies

Company name .

® oorttincis (RS 2.  Once completed, click on Save
Optional
Required

Address line 2 (apartment, unit, etc)
Don't include
(® Optional ' Recommended

Required

Shipping address phone number

Don't include

Optional
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Integration Setup )

Shipping and Delivery setup

D Depending on the type of Shopify plan
e e you are on, we offer 2 modes of

op a . . .
— ol - Shipping and Delivery setup.
$2,300:.
Refer to next page for detailed setup
: :ﬂsu;u;e:s Competitve rates for high.volume merchants Instru CtlonS

Shipping zones Create zone M Ode #1 .

G singapore v

Singapore . FOF A" ShOpify PlanS

Your rates (3) Carrier and app rates (1) YOU can ma p you r _eXIStI ng Shoplfy

delivery setup to SingPost Delivery

Rate name Condition Price H
Services

Economy - Free

Premium $100.00 and up $10.00 SGD

standard $0.00-$99.99 $2.50 SGD

@ Delivery Rate Mapping v

opity Shipping settings with one of SingPost's cellvery services.

No Shopify Rate name Shopity Shipping Profile SingPost Delivery Service

‘Speedpost Economy Singapore (O
Speedpost Standard Singapore

2 Premium General Profile N-Saver

Shipping zones Create zone Mode #2

For Shopify Advanced and Plus Plans:
Your rates (3) Carrier and app rates (1) DlreCt SynChrOﬂlsatlon Of Slng POSt I'ateS
Carrier name Handling fee Transit time Services In Sh0p|fy Shlpplng and Dellvery Sett'ng

Singapore v

Singapore

Singapore Post (Rates provided by app) —_ Calculated 3 Services v

Orders protected with Shopify-powered backup rate Vi
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Integration Setup )

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

To Ship 3 Delivery Mapping allows you to Associate your existing &
@ Only Shopify shipping profiles with “Singapore” as a zone ar
Scheduled Collections

Log into SingPost’s Portal

Shipment Tracking No Shopify Rate name

& Connect 1. Under Connect, select the
' Standard connected store

= test-store

+ New Integration 2. Scroll down to “Delivery Rate
Z Premium . »

@ Account v Mapplng

GJ Reports v
3 Economy saver

1. All qualified Shopify Shipping and
delivery Shipping profile and rate
names will appear in the table

@ Delivery Rate Mapping

Delivery Mapping aliows you to A ting Shopify Shipping settings with ane of SingPost's Gelivery services.

S [ ey e Sty s e Soures Doty e 2. Select the Sing Post Delivery
Service which you wish to link

stancard General Profie

aaaaaaa General Profie
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Integration Setup )

Mode #2 Shopify Portal — Shipping and Delivery

ey s Shipping and delivery

——— To configure the settings on your Shopify
i stping © Store Shipping & Delivery
& Plan Choose where you ship and how much you charge for shipping at checkout.
o o 1. Click on Shipping and delive
2 Users and permissions General Rates for ) . pp g ry
Al products @ 2locations = @ 2zones
% Payments . . .
G 2. Click on General Shipping rates
2 Customer accounts Add custom rates or destination restrictions for groups of products.
Create new profile
# Shipping and delivery
& Taxesand duties
9 Locations Expected delivery dates ©
&3 Gift cards
Show delivery ates at checkout of >
€ Markets
Shipping origins Show details v

Ezy2ship service, Signpost office

Under Shipping zones
1. Click on Add rate

Shipping zones Create zone

GE  singapore v

Singapore

Rate name © Condition Price

Economy -_ Free

Premium $100.00 and up $10.00 SGD

standard $0.00-$99.99 $2.50 SGD
Aod s X SingPost Delivery Service Selection
Rate type 1. Select “Use Carrier or app to calculate
| Use carrier or app to calculate rates o ‘ 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

SRS 3. Click on Done

Services

Not available on Managed Markets orders 4. Once Completed, click 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 %

[ $ 000 \

cot (D
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Integration Setup )

Mode #2 Shopify Portal — Shipping and Delivery

Shipping origins Show details Selected services will be displayed on
SRR RS Shipping and delivery section under
Shipping zones Create zone Courler and app rates
= singapore v 1. Once completed, click on Save
Singapore
Your rates (3) Carrier and app rates (1)
Carrier name = Handling fee Transit time Services
Singapore Post (Rates provided by app) —_ Calculated 2 Services v
Orders protected with Shopify-powered backup rate Va
Add rate
Cart > Information > Shipping > Payment At Customer checkout
b Email address S 1. Upon checkout, customer will see
Ship to Shipping address Change the updated shipping services for

selection
Shipping method

° Speedpost Express Singapore $5.00

Speedpost Standard Singapore $10.00

< Return to information Continue to payment

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

"W Shipping at Checkout v Ch eckout
o — 1. Under Connect, select the connected
e store
"""""" 2. Under Shipping at Checkout, edit
B the “price” column to configure price
e of the delivery will be reflected on

store checkout
3. Once completed, click on Save
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Integration Setup )

SingPost Portal - Account settings

For existing account, login to Merchant
Portal with your current account

i PR —— For account is created by SingPost, login
with the email & temporary password
ACCOUNT INFORMATION .
provided
B New Shipment v
B wanage stipments General 1. Once login is successful, click on
: Account to update details

Shipment Tracking

&, Connect O UENNo

123445345

&  test-store

+ New Integration

e Under Account information, input
RO accordingly with your store details
Boxes size setting .
© Ferors . 1. Check and amend your Profile or
password if needed
Singpost Account information 2 CheCk or update your Store name;
home page and contact page URL
Address Under Address, check if previous store
My Address shipping address is correct
pedrese 1| 1. Click Add New Address to add
x;:::;98888885/emzdvab(@gwaw.mm Shipping address
Address #2 |
e
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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

Under Connect, see the details of your
(A shopify ezy2ship account

1. Click on your Store

£+ OrderSync

2. Click on Sync orders

3. Once successful, a pop-up message
will show the pending orders

==
ssssssssssssssss © 1 order(s) successfully synced. START SHIPPING
4. Synced orders can be found under
Manage Shipments
i 8 o > o Alternatively, under Manage Shipments,
sssssss To Ship ~ | .
e at the To Ship tab
R e . 1. Click on Sync Orders
- a R ey s .
"""""""""""""""""" 2. Click on the Sync from the store that

you wish to pull orders from
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Shipment Management

Manage Shipments - To Ship

_ L Under Manage Shipments, new orders
O New Shipment v synced will fall into either
B Manage Shipments - o 1. Exceptions - Where orders with no
Exceptions = Fiellvery service typg assngngd or
incomplete information will filter into
To Ship 3

2. To Ship - Where most orders would
Scheduled Collections fall into if Delivery rate Mapping was
set up, waiting for shipment creation

Shipment Tracking

Go to To Ship to complete the entire
shipment creation process for orders

@ > Manage Shipments > To Ship.
To Ship

1. Ready to ship — select up to 20

|
orders in the same page to

©

38 ™ e s 2. Apopup will appear to allow you to
. pep—— assign shipment
A ™ o 2o S 3. Select your pick up / drop off
preference and proceed
4. Your labels will be automatically
generated in a separate tab (Please
allow popups in your browser)
Any details on errors in the process will
be shown at the end of the process
Collection Method *
r » Al
Speedpost Standard (SG) 1 shipment(s)
(® Courier pick up at my doorstep' ) Q
E::f‘:r::gd:;:e Nearest available Date and Time
B v

Success

1 shipments have been created successfully

Drop Off at POPStop/POPStation/POPDrop

Self-Lodge (No Collection/Drop-Off Required) Print Label

AR
I
Cancel Confirm b
—
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Shipment Management

Manage Shipments - Scheduled Collection

/447% Shipments that have been created and
assigned successfully will appear in
Store Name Scheduled Collections Scheduled Collection

testshop

@ > Manage Shipments > Scheduled Collections

1. Track the group of orders you have

Q
. made that share the same mode of
() New Shipment ~ R
shipment for the same day
B Manage Shipments ~ Drop Off  Self Lodge
, 2. Easily see the mode of shipment
Exceptlons 2 Shipment Creation Date Collectior I I t t/d ﬁ.‘/ If
collection request/arop oti/se
To Ship 2
2025-06-27 2025-0¢ IOdgement
Scheduled Collections .
3. Reprint the group of labels
Shipment Tracking 2025-06-27 2025-0¢
ﬁ% Connect
2025-06-27 2025-0¢
@ > Manage Shipments > Scheduled Collections
Scheduled Collections
Q ]
Drop Off Self Lodge
Shipment Creation Date Collection Time Total Orders Ship From Address
2025-06-27 2025-06-28 09:00 - 12:00 2 Shipment(s) Singpost Centre - 408600 Singapore (=)
2025-06-27 2025-06-28 09:00 - 12:30 1 Shipment(s) Singpost Centre - 408600 Singapore @
2025-06-27 2025-06-30 09:00 - 18:00 2 Shipment(s) Singpost Centre - 408600 Singapore S
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Shipment Management

Manage Shipments - Shipment tracking

%7% @ > Manage Shipments >  Shipment Tracking Shlpments that have been Created and
assigned successfully will appear in
Store Name Shipment Tracking Shipment Tracking

testshop
a 1. Track the latest status of your parcel
™) New Shipment . by clicking on the tracking number
B Manage Shipments ~ (@) Store + Order No. 2 Reprlnt |abe|S
Exceptions 25 O . test-store
a 1item(s)
To Ship 2
. .. Direct Sale
=) s | 3 Hemi(s) #SGSIDO1
Scheduled Collections i
— . test-store
Shipment Tracking @) a 1item(s)
— A test-store
Connect
695 U ﬂ 1item(s)
(@ > Manage Shipments > Shipment Tracking
Shipment Tracking
Q 8
Store + Order No. Tracking Number Recipient Name Shipment Creation Date
= .. jactest-store buyer 123 04/07/2025
J a #1333 | XZD0000139043
1item(s) Singapore 09:43 AM
.. Direct Sale jacklyn 27/06/2025
a #SGSID01531906202... SPNSV000000038767 - e
1item(s) Singapore 06:33 PM
jactest-store jacklyn chan 27/06/2025
a #1377 | SPESV10000005334 0
1item(s) Singapore 06:30 PM
, jactest-store jacklyn chan 27/06/2025
- a #1376 | XZD0000138914 il
1item(s) Singapore 06:27 PM
. jactest-store jacklyn chan 27/06/2025
B Gomia #1375 SPNSV000000038766 Qinnanara NA97 DM
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Shipment Management

Manage Shipments - Shopify updates and email notification

x Once the shipment was created

successfully, the order will be updated as
° “Fulfilled” in your Shopify portal.

Success

1 shippfents have been created successfully

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

Print Label

“ Generated label will open up in a new tab

« #1214 e raid e Fuffiled  Archivfd
24 November 2024 at 10:06 pm from Ofline Store

Refund Return E

This email template can be edited via
Shopify platform. For more information on
Your payment gateway wag/in test mode when this order was created. hOW tO Customise yOUF email template,
please contact a Shopify representative

‘ O Test order

Sv Fulfilled (1) #1)

Location
Signpost office

Fulfilled
27 November 2024

Singapore Post tracking number

SPXZ10000003167
Product #13 $20.00 x 1 $20.00
EA
. r@ <store+79358460213@t.shopifyemail.com> 11:32AM (O minutes ago) ﬁ “«
. tome v
Test-store ORDER #1214

Your order is on the way

Your order is on the way. Track your shipment to see the delivery status

View your order or Visit our store

\ber: SPXZ10000003167

Items in this shipment

Product #13 x 1
[ ®)
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Shipment Management

Manage Shipments - Exceptions

8 New orders synced with insufficient

Exceptions information will appear under Exceptions

Q search order, Recipient

B New Shipment v

B Manage Shipments ~ @ Please update each order’s informat
Exceptions 2
To Ship 2

. Store + Order No.
Scheduled Collections

Shipment Tracking a, i(emtss)wm

&% Connect

a store
4item(s)

Single order information correction

@ > Manage Shipments > Exceptions

Exceptions 1. Click on a single order to edit the

@ o ) information

O rmmm———m——" 2. Update the shipment details if needed
— e — - 3. Save the information

a o P B — 4. After saving, you can continue

. o B B shipping your orders via To Ship
Exceptions If your order is missing the service type as

indicated in @ eror , you can Bulk edit
© Please update each order’s information to proceed with shipment creation in the “To Ship" tab. [ h i p me nt

e e e o 1. Select the list of orders in the same

s T e s page which you wish to edit
o o 2. Select the dimensions
© o 00RO ckmctn 3. Select the service
4. Click on Confirm
Bulcsdie 38 Hipmants x 5. Aft.er saving, you can c;ontmue_
shipping your orders via To Ship
Small Size v
Service @

4
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Shipment Management

New Shipment - Create Shipment

% @ > New Shipment > Create Shipn

Sire e Back Manually create new shipments under
estshop .
Create Shipment
0 Shipping

() New Shipment ~

Create Shipment

Ship From

® Manage Shipments  ~ An existing address @D
Exceptions 25
Sender Name *

To Ship 2

@ > NewsShipment > Create Shipment > New Order
ek ex=n : H
1. Enter the ship from and ship
© snipving Adaress > () sipment information > () seloct Services
to address

Ship From P ——,
A esiting sscrwes (D) Address: Singpost Centre - 408600 Email: abe@gmail.com ¥

.. 46508388838

Country * Postal Code * State/Province * City/Town *

Address (street Name, Building Name, Unit No) *

Recipient Name * GontactNo. * Email Address ‘Company Name
. 65
Country * Postal Code * Statejprovince * CityrTown *

2. Enter your shipment
= information

N
@ stivingnciress > © srsmentnomaion > @ sooctsonis
orectsos .
. x x o ooooo “
N et —— o Teattansios ©
! 00 < o0 Wl o 0s0

- Acd New em

@ > NewShipment > Create Shipment > New Order
3. Select relevant delive
= . y
services

@ stioving Address > @ stiomentinformation > © seroctservices
Service name. Estimated ransittime

Speedpost Priority (SG) Same day

Speedpost Standard (SG) Tday

Speedpost Saver Singapore (NSV) Tday

Speedpost ezyReturn (SG) 1-20ays

Speedpost Economy (S6) 2days

Speedpost Saver Singapore (ESV) Tday
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Report Management

Shipment Management

G

@ > Report > Orders

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

Store N . . .
j‘:st:&ep Report > Orders over time 1. Filter via date and channels and click
on Export to generate the report
All Ch:
() Neiw Shipment . 04/07/2025 04/07/2025 anne
® Manage Shipments ~ ~ 1. An excel report will be generated
Exceptions 25
Day Orders
To Ship 2
Jul 04, 2025 - Jul 04, 2025 1
Scheduled Collections
Shipment Tracking July 04,2025 1
Egﬁ Connect
= fask=siore 20 / page Showing 1-1 of 1 result(s)
+ New Integration
{3 Account v
&) Reports ~
Cancelled Shipment
Order
Sales
ey Under Report — Sales, you can check on
AutoSave (@ or) = Report Order P Search
Fia 0 e 0 e PEge Ty overall report
& Calibri o A A = & | weptet General % =] E . . i
.?E;' B e =22 Bt - | § < % 3|9 4| ot v 1. Filter via date and channels and click
Clipboard Font Alignment 5 Number 5 sty on Export to generate the report
A8 v fe
;iammeu e Report Order over time 1 An excel Sales report WI” be generated
4 |pay Orders Average order value Total order value

5 |Jul 16,2023 - Jul 25, 2023

8 17.5 140
6 |July 24,2023 8 17.5 140
v

Orders Net Sales Shipping Total Sales
8 140.00 55.00 195.00
8 140.00 55.00 195.00
AutoSave g Report Sales £ Search
File  Home Insert  Page Layout Data  Review  View  Automate  Help
f&l & Calibri <[ <A E v 35 Wrap Text General 2 ﬁ
-
Paste o g0 | Conditic
I U~ |H| &« ter ~ > &
S oo U~ Merge & Center $-% 9 W
Clipboard 15 Font 5] Alignment & Number ]
AL - f< || Datefrom-
A G D
1 |Date from - to bt 16,2023 - 3ul 25, 2023
2 [Channels fanny-test-store
3 | Report Order over time
4 |Day Orders Net Sales Shipping y
5 |Jul 16, 2023 - Jul 25, 2023 8 140
6 |July 24, 2023 8 140




