Employee Label Printing Guide
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This guide explains how to refresh Shopify orders, verify an order, create a Zipto shipping label, and sync tracking back

to Shopify.

AP AT A TRIFT Shopify iT#, KBEITE, B2 Zipto shipping label , F1E tracking B2 Bl Shopify.

Quick rule: When in doubt, do not click Shipping. Open Details, copy the issue, and ask an administrator. RHEER , FER &

Shipping. EITFF Details , E#l[AIE  BRREER,

1. Open The Workbench

1. Open https://shopify-zipto.pages.dev/.
2. Sign in with your employee account.

3. Confirm the top-right status shows Online.

4. Confirm System, Shopify Config, and Zipto Config show Ready, and Zipto environment shows Production.

If any status is not Ready, stop and contact an administrator. 1 RFRAST 2 Ready , BELLREHRKREER,

@ SHIPPING OPERATIONS

@ SHOPIFY - ZIPTO : LABEL FLOW

Shipping labels. Less
back-and-forth.

Employee workbench for checking Shopify orders, confirming Zipto labels, syncing tracking, and
copying package details.

System Orders Stored Shopify Config

Ready 142 Ready

Order Queue

Screenshot 1: Workbench status cards and Refresh Orders in the Order Queue header.

2. Refresh New Shopify Orders

1. Go to the Order Queue section.

2. Click Refresh Orders.
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Warehouse Admin
Most Zipto orders auto-confirm after creation.

If a label is still waiting, confirm it in Zipto, then
return here and sync tracking.
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3. Wait until the page finishes loading.

4. Confirm the newest Shopify orders are shown at the top.

Refreshing only imports the latest Shopify order information. It does not create a Zipto label. R RI#F R« E % Shopify

BHITE | T24|2 Zipto label,

3. Read The Order Status Before Printing

Queued The order is ready for review

Needs Review The previous attempt had an issue

On Hold Shopify has placed the order on hold

Completed Label/tracking work is already
complete

On Set Staff will install at the customer site

Fulfilled in Shopify Shopify already shows fulfilled

4. Open Details And Verify The Order

Before clicking Shipping, click Details and review:
» Shopify order number

* Order status

* Product names and quantities

« Shopify SKU and Zipto SKU

« Existing Zipto order number, if any

« Existing tracking number, if any

* Error message, if any

Open Details, verify the order, then choose Shipping or
On Set.

Open Details, read the error, and contact an administrator
if unsure.

Do not print unless a manager confirms the hold was
reviewed.

Do not print again.

Do not create a Zipto shipping label.

Use for reference only; do not print another label.

If the order already has a Zipto order or tracking number, do not click Shipping again unless an administrator tells you to retry.
MREBLZE Zipto order = tracking , TEEE K7 Shipping , BRIEEFEZFIATUER,
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Shopify Config

Ready

NEXT STEP

Choose Shipping or On Set.

Open details and review failed package.

System Orders Stored

Order Queue

Most Zipto orders auto-confirm. If an order is waiting, confirm it in Zipto and then sync tracking
Shopify sync has not run in this browser.

ORDER STATUS

#3976 Queued

8884873265458

#3974 Needs Review

8884690452786

Zipto API failed (400): {"message":"consignee
address.phone &R FERFHR""code":400}

#3962 On Hold

EoAaz=0s e Production Zipto writes are disabled pending

administrator verification

Screenshot 2: Order Queue actions: Details, Sync Tracking, Shipping, On Set, and Copy.

5. Decide: Shipping Or On Set

Creates a Zipto outbound order and shipping
label.

Shipping The customer needs the equipment mailed

On Set Staff will install at the customer site

Do not print until the Shopify hold is
reviewed. Processing requires explicit
confirmation.

Zipto Config

Ready

Production

CREATED ACTIONS

2026-07-01
18:31:26

2026-07-01
16:43:59

2026-06-27
13:35:06

Marks the order as On Set and does not create

a Zipto label.

For Chicago-area orders, the system may ask you to confirm that the order is really a shipping order. Read the prompt carefully.

ZINEMIEAIT R ATRELHHBINETR , BTRINXREBFITE  FRIGREITH,

6. Print A Shipping Label

Only click Shipping after all checks are complete.

1. Confirm the order is not On Hold.

2. Confirm the order is not a local On Set installation.

3. Confirm products and quantities are correct.
4. Click Shipping one time only.

5. Wait for the result.

6. Do not click Shipping again while the system is working.

The system sends the order to Zipto, confirms the Zipto outbound order when possible, and stores the Zipto order and tracking

status. RELBITRKIES Zipto , HREBZIWIAHESR | FIRTE Zipto order # tracking A7,
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7. If Zipto Needs Manual Confirmation

1. Open Details.

2. Copy the Zipto order number.

3. Open Zipto and confirm the outbound order manually, or ask an administrator to confirm it.
4. Return to the Shopify-Zipto workbench.

5. Click Sync Tracking.

Do not create a second label just because confirmation is waiting. FZRH Zipto £ EFHIAFEE 12 label,

8. Sync Tracking Back To Shopify

1. Click Sync Tracking after Zipto has a tracking number.

2. Open Details.

3. Confirm the tracking number appears.

4. Confirm the package products match the order.

5. If Shopify still has an open fulfillment order, the system will attempt to write tracking back to Shopify.

If Shopify says there is no open fulfillment order, the app can still store and show Zipto tracking locally. #2158 Shopify
BAZEAREITITE , REMATLUERM T 7R Zipto tracking.

9. Copy Information For Support

Use Copy or Copy Summary when reporting an issue. Include:
» Shopify order number

* Current status

* Zipto order number, if available

* Tracking number, if available

* Error message

» What you clicked

Never send passwords, API keys, tokens, or customer payment information. " E &% %18, APl Key, Token EFNFEL.

10. Stop Conditions

Stop and contact an administrator when:

» The Shopify order is missing after refresh.
* The order is On Hold.

* The order is cancelled.

* The device, quantity, or SKU looks wrong.
* The customer address is incomplete.

* Zipto returns an error.
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* A Zipto order already exists but tracking is missing.

* You are unsure whether the order is Shipping or On Set.

11. End-Of-Shift Checklist

1. Refresh orders one final time.

2. Review any Needs Review orders.

3. Report any On Hold, failed, or waiting Zipto orders.
4. Confirm completed labels have tracking numbers.
5. Log out of the workbench.

Final reminder: When in doubt, do not click Shipping. Open Details, copy the issue, and ask an administrator.
THEER , FEKE Shipping. 5EITFF Details , EHlAI , BRREE A,
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