
Shopify Shipit Delivery Checkout
– Order Processing

1. Order review

2. Downloading a single shipping label and processing the 
order

3. Downloading multiple shipping labels and processing 
orders

4. Changing the delivery method for an order

5. Creating a return for an order

6. How to split an order into two shipments 



1. Reviewing orders in Shopify

Go to Orders in Shopify (from the left-hand menu, 
just below Home).

Click the order number you want to view to check the 
order details:

• Products
• Customer information
• Delivery method

If, for example, the customer’s phone number is 
missing, you can add it:
• Click the three dots (⋯) in the top right corner
• Select Edit shipping address and make the 

necessary changes

Don’t forget to save your changes!



2. Processing a single order and downloading the shipping label

Check the automation setting in the Shipit Delivery Checkout app by going to Settings → Automation. Based on this 
setting, it will be determined whether you need to manually fulfill the order before downloading the shipping label, 
or if the order is processed automatically at the same time the label is downloaded. This directly affects how orders 
are handled in practice and how any scanning or printing processes work.

Here are the automation options explained:

After manual fulfillment
Before you can download shipping labels, you must manually fulfill the order in Shopify.
Please note that if you try to download labels before the order has been fulfilled, they may appear blank or empty.
If you are using an external scanning or packing slip app, select this automation.

After new order
Automatically creates shipments when new orders arrive, but does NOT mark the order as fulfilled.
You will need to log in to the Shipit app via your web browser to download the shipping labels and tracking 
information.



After new order with fulfillment
Fully automated order processing:
The shipment is created automatically
Tracking numbers and shipping labels are added to the order
The order is automatically marked as fulfilled
→ A perfect solution when you want to manage the delivery process without any manual work.

Attach service point after order (without booking)
This option is designed especially for merchants using ERP and WMS systems.
Example: If you use the Shipit app only to display pickup points at checkout, but want to handle the booking and label 
printing yourself (e.g., through Ongoing), select this setting.

On label download (With fulfillment)
The order is automatically fulfilled when the shipping label is downloaded.

On label download (Without fulfillment)
The shipping label can be downloaded, but the order will not be automatically marked as fulfilled.



2. Downloading the shipping label for a single order

Now that you’ve checked which automation you have and how you should proceed, 
you can process the order and download the shipping label.

You can download the shipping label for a single order in three different 
ways:

Downloading the label from the order:
Open the order by clicking the Order number.
In the top right corner, select More actions and then Download labels. The 
label will either be downloaded to your computer or open in your browser 
for printing.
Alternatively, you can choose Open with Shipit and then select Download 
shipping labels.

From the Orders tab:
Tick the checkbox next to the desired order in the Orders tab, then click 
the … button and select Download labels.
This is a faster method if you don’t need to review the order details.



2. Fulfilling a single order

Processing a single order (fulfillment)
You can process or “fulfill” an order in two different ways:

1. From the order page:
Open the order by clicking the Order number.
Below the order items, you’ll see the black Fulfill item button.
From there (depending on your automation), you’ll be directed to a tab 
where you can add the tracking code and complete the fulfillment.

2. From the Orders tab:
Check the box next to the desired order in the Orders tab, then click Mark 
as fulfilled.
This is a faster method if you don’t need to review the order details.

Note: If you don’t want to process orders manually, choose an automation 
setting that says “With Fulfillment.”



2. Fulfilling a single order – Proforma invoice

Please note that if you are shipping outside the EU, or for example to 
Norway or Åland (which are part of the EU but not within the EU tax area), 
you will need a proforma invoice for the shipment.

When you create a shipment with the Shipit Shopify app, Shipit 
automatically generates a proforma invoice for you and transmits the 
information electronically to the carrier.

You can access the proforma invoice in two ways:

1. Open the order, click More actions → Create shipments → Save, and 
then select View Proforma. This allows you to view the proforma 
invoice and, if needed, print it or save it to your computer.

2. From the left-hand menu, go to the Shipit Delivery Checkout app → 
Shipments, and click View Proforma next to the order.



3. Downloading multiple shipping labels at once

You can easily download multiple shipping labels as follows:

Go to the Orders tab and select all the orders whose shipping 
labels you want to download by ticking the checkboxes next to 
them.
Then click the … button at the top and select Download labels.

The shipping labels will either be downloaded to your computer or 
open in your browser, depending on your system settings. You can 
then print them as usual.



3. Bulk fulfillment of multiple orders

You can easily process multiple orders as follows:

Go to the Orders tab and check all the orders you want to 
process.

Then click the Mark as fulfilled button at the top.
All the orders you selected will then be marked as fulfilled.

Note: If you don’t want to process orders manually, select an 
automation setting that says “With Fulfillment.”



4. Changing the delivery method for an order

If you want to change the delivery method selected by the customer:

1. Open the order by clicking the order number.
2. In the top right corner, select More actions → Open with Shipit.
3. Click Change shipping method.

In this view, you can modify:
• Delivery method
• Postal code
• Pickup point or parcel locker

After making the necessary changes, click Update.

If you don’t want to change the original shipping price, leave the 
checkbox ticked for Preserve original shipping price.

Finally, you can download the new shipping labels by selecting 
Download shipping labels from the Open with Shipit page.



5. Creating a return for an order

If your delivery method does not have automatic return label 
printing enabled, you can also create a return label manually.

1. Open the order you want to create a return for by clicking the 
order number in the Orders tab.

2. From the top right corner, under the More actions button, 
select Open with Shipit.

3. Click the Create return button.

If needed, you can modify the return delivery method, postal code, 
and pickup point/locker location.

The system will automatically generate a reversed label, where your 
store’s details are set as the recipient and the customer’s details as 
the sender.

Finally, click Book return and then Download return label. ➞ Send 
the return label to your customer, for example by email.



6. Splitting an order into two shipments

If you need to split an order into multiple shipments:

1. Open the order in the Orders tab by clicking the order 
number.

2. In the top right corner, select More actions → Create 
shipment.

On this page, you can edit the shipment.
Scroll down and click Add parcel to add a second (or third) 
package to the order.

Fill in the required details for the new package in the fields.

Save the changes. After this, you can download the shipping 
labels by selecting View documents.
Each created shipment will automatically generate its own 
tracking code.
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