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LOGIN

First step, login into Your Shopify account https://shopify.com/.

Plugin download link: https://apps.shopify.com/omniva-shipping-1.

To login, fill in the login form:
- Web service URL

(link: https://edixml.post.ee/epmx/services/messagesService),

-  Web service key,

-  Web service password
Click Login.
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SETTINGS

To start using the plugin, you need to fill in your information in the Settings

tab.
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information:

- Sender title;

Settings

Sender information

Sender tithe*

Sender's mabile nurmber*

- 370 ~

- Sender's mobile number;

- Sender email address.
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Sender information

Sender title™

Sender's mobile number®

@ 370 v

Sender email adress*
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Senders address:

- Country,

- City,

- Address,

- Post code.

Sender adress

Country*®
City*
Address®

Post code®

SHIPPING AND DELIVERY SETTINGS

Shipping methods

You can choose how to ship your orders:
- By courier > the courier will come to pick up the package at the
address specified by the sender, which was specified by you.
- By parcel machine - you will deliver the parcel yourself to the parcel
machine.
- By sorting center - you will deliver the parcel to the sorting center

yourself.

Available services

Send by*

Courier Parcel machine Sorting center
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Shipping service rates

Price list after choosing a courier service:

- Courier name - OMNIVA courier is displayed in the Check-out
window.

- Shipping cost = the price of the shipping service for the buyer.

- Minimum free shipping cost 2 the minimum price from which the
delivery of the order will be free for the buyer.
Depending on the country, you can disable/enable pricing. Active

slider.

Pricing for courier

Courier title *

@@ Lithuania Active ()

Shipping price Minimum price for free shipping

& €

Leave blank if you want to disable free shipping

: Latvia Active O

Shipping price Minimum price for free shipping

€ €

Leave blank if you want to disable free shipping

& Estonia Active c

Shipping price Minimum price for free shipping
€ : €

Leave blank if you want to disable free shipping
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Price list after selecting the parcel machine service:

- Parcel machine name - OMNIVA mail machine, displayed in the
Check-out window.

- Shipping cost 2 the price of the shipping service for the buyer.

- Minimum free shipping cost - the minimum price from which the

delivery of the order will be free for the buyer.

Depending on the country, you can disable/enable pricing.

Active slider.

Pricing for parcel machine

Parcel machine title *

@ Lithuania active ()

Shipping price Minimum price for free shipping

€ €

Leave blank if you want to disable free shipping

: Latvia Active o

Shipping price Minimum price for free shipping
€ €

Leave blank if you want to disable free shipping

&8 Estonia Active ()

Shipping price Minimum price for free shipping

€ €

Leave blank if you want to disable free shipping
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Standard package measurements

Default sizes

Maximum size i

Package measurements | Weight

Pick-up addresses

1 address
Country*
& Estonia
City* Post code”
Tallinn 12545
Address® Meobile number*
Stasiuko stasiaus g, +37103201203
© Use asadefault E’f Delete
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Additional settings

Additional settings

Labels

Fulfill the order when a label is generated
Automatically fulfill orders when a label is generated. This option does not work if the "Allow terminal
changes after fulfillment’ option is enabled

Choose which page to open when clicked on the tracking link

Omnivalt (LT) v

Manifest

Manifest language

Lithuanian v

Labels:

If the checkbox is selected - Order is executed when manifest is generated
(automatically order is executed when manifest is generated).

When the order is marked as Fulfilled, a notification is sent (by email to the
buyer) that the goods are ready for shipment with a tracking link.
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Select which page to open after clicking the tracking link (first box) >
select the language of the page where the shipment will be tracked:

|

v Omniva.lt (LT)

Omniva.lt (ENG)
Omniva.lv (LV)
Omniva.lv (ENG)
Omniva.ee (EE)
Omniva.ee (ENG)
Omniva.ee (RU)

Manifest (second box) - Select the language of the manifesto:

Manifest language

English
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ORDERS

Orders preparation for shipment

You can view all orders by going to the Orders page and clicking on the
Orders button in the upper right corner:

| rosiper = Q sanch B secpouide:26 (14 fnas Jurjonas
—
H o

L"_|_ Orders 1L} =
& Products
: Orders inifest Genersta label
&  Customers
il Analytics
z Q Q = e
=d Marketing

- -

/ |
£ Discounts | Mew )

S
H-art

L+
1235 20221208 2 Frage 58 Leaeraidiog 7, Kaurke 15135 v

-
1 Online store Drshoriricy MAN A aisingy £
él Point of sile B patiomaias

Sperpage ~  Showingl- Z5from 91 - ' 2 5 4 » Last page =

1. Select all orders in the page;

N

Order no. - order number;
Date - order creation date;
Weight - parcel's weight;

Additional services — COD (cashless on delivery), Fragile;

S B O

Delivery address - parcel’s delivery address;

7. Status - Order status:

o New - New order;

o Generated - Generated labels;

o Waiting for Pick-up - Courier is called (manifest is done);
o Picked-up - Courier has Picked-Up the shipment;

o Delivered - Order is delivered,;

o Cancel - Order is canceled.
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#123 2022-12-08 2 ©' 5t Lozoraiio g 2, Kaunas, 15123 Generated

E= Druskininky MAXIMA Veisiejy
£ pastomatas

Filtering

1. Order number;
2. Tracking number;
3. Order date;

22
{_j omniva

Orders

1. Q 2.Q 3. 8

You can filter orders based on their status:

1. For all orders, click the All button;

2. For orders with a status of New, click the New button;

3. For orders with a generated manifest/label (Generated), click the
Generated button;

4. For orders that waiting for the arrival of the courier (Waiting for pick-
up), press the Waiting for pick-up button;

5. Orders that are picked up by the courier (Picked-up), click the
Picked-up button;

6. Delivered orders, press the Delivered button;

7. Canceled orders, press the Canceled button.
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D omniva

Orders Manifests

To clear the selected filters, click the button on the right:

Orders Manifest Genera label

: a : ©

Orders management

In case of new orders in the New section, you can create manifests/label.

Mark the orders in the check boxes and then click the Generate Label

button:
—
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Once the manifest/label is created, the status of the order changes from

New to Generated.
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To cancel orders, select the orders in the checkboxes and click the Cancel

label button.
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Print the sticker after selecting the orders in the check boxes by pressing
the Print button:
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To call a courier, you need to select orders in the marked boxes and press
the Call Courier button:

r' omniva ) Orders {5 Settings

Orders Manifests
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You have the opportunity to choose the date and time of picking up the
parcels, to confirm the call, press the Confirm button:

Call courier X

Pick-up date and time

2023-06-2812:17

Pick-up address

Select pick-up address v

Possibility to choose the sender's Pick-up address:

Call courier >

Pick-up date and time

2023-06-28 1217

Pick-up address

Select pick-up address v
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After calling the courier, the order status changes to Waiting for pick-up:

Orders Manifests Cancel label Print

Q a = @ @ th

—_——
Henw ararated Waiting Far pick-up Paekad-ug rtivremel

#1723 2731208 2 5t Lozoraitio g 2 Kaunas, 15123 Waring for pickeapn SK1IS12%23125LT a
5 Drushinimky MAKINA Vasisiy
£ pAbiomatas
Mperpage v Showlng!- 25 from & i 4 ) & . -+ Lastpage —+

After the courier picks up the package, the order status changes to
Picked-up:
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When the shipment is delivered, the order status changes to Delivered:
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In the Canceled column, you will see all canceled orders that were canceled
by clicking the Cancel Label button. In this section you can restore orders
(eg: if the order had a New status before it was canceled, after the restore
step it will also have a New status and will be in the new orders section). You

can restore orders by selecting the checkboxes and clicking the Restore

button:
—
L__b omniva B Orders {8} Settings
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EDITING ORDERS
You can edit orders with New status:

Orders Manifest Generate label

( W N sosisiea ) Wielrgtar e

frafis 202212-08 2 Fragis 5t Lozorailio g. 2. Kaunas, 15125 Mew
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25perpage v Showing |- 25 from 51 + 1 2 3 4 4 Last page —

If the delivery of the order is by courier, after clicking the Pencil button, you
will see an editing form with fields:

1. Delivery type;

Order weight;

Quantity;

Pick-up address;

E-mail - buyer's e-mail;

Phone number - buyer's phone number;
COD (cashless on delivery) - pay on delivery.

N oo K NN

After completing the editing steps, press the Save button (Save, 8) to save
the order data. Click the [<] (Back, 9) button to return to the orders page.
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9.< Edit order #123

Delivery type

1. Courier v
Weight

2. 220
Quantity

3. 30
Pickup adress

4. Kaunas, Stasio stasiuko g 5,12345 v

Email

5- test@test.t

Phone number

6. +36541131232

Extra service

7. 8 cop

-

If the delivery method of the order is by mail, after pressing the Pencil
button you will see an editing form with fields:

1. Delivery type;

Order weight;

Delivery address;

Parcel machine address;

E-mail - buyer's e-mail;

Phone number - buyer's phone number;
COD (cashless on delivery) - pay on delivery.

N oo H NN
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After completing the editing steps, press the Save button (8) to save the
order data. Click the [<] (Back, 9) button to return to the orders page.

9.¢< Edit order #123

Delivery type

1 , Parcelmachine v

Weight
2. 220

Quantity

Delivery address

3. st lozoraidiog 2 Kaunas, 15123

Parcel machine addresss

4. Alytaus Kl Juozapaviciaus pastomatas v

Email

5 . lest@testlt

Phorne number

6, +36541151232

Extra service

7. cop

-
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View orders

You can view an order when the status is:

Generated (Label created);

Waiting for pick-up (Awaiting courier pick-up);
Picked-up (Order taken);

Delivered (The shipment has been delivered);
Cancelled;

And click the Magnifying glass sign button on the right:
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MANIFESTS

When the courier is invoked, the manifest is automatically created at the
same time:

—
() omniva ) Orders {5} Settings
— = s
Orderdl Manifests 2
Q [ &
2022-12-08 SKIZSIZNIAZELT SKIZSIZHZIIALT SKIZSIZANBIRNT SHKIZSRMIUINT SKIZSIZHZNZELT 512017 #1S12%07 S1512512 o
SHIZSIEMZNZNT SKITMZIEMEIT SKIZSTIMZIMT SKIZSTZSIZHIZST SKIZS12S1ZMZT LikiFEiFd

SKIZEZZIIZILT  SKIZS12SIZSIZELT

2022-12-08 SKIZSIZIZSIZNT SKIZSTZSIZSNASLT SHIQSWISIASNISLT SKISURIRSTRSLT SKIZSIZSIZSRSLT #I2NE HISIRER #1512 D
SKIZSIZIINANT  SKIZSIZEZNANLT SKIZSRISNISIIAT SKESIIRNZNT SKI2SIRHZIIZIT MEHINT

TIETINT CHIIETIE 1E| ¥ TREEGT 517 1 P51 P | PR

You can filter manifests by:

1. By tracking number - according to the tracking number of the
shipment;
2. By Date.

-
LJ omniva

Orders  Manifests
1. Q 2. =
20221208 SKIZSUSZIUAT SKIZSPZSUT SKIZSIZESRMT SKIRSIZSBIZELT SKIZSUZSLZIZALT

SKIZSZSZNIAT SKIZSRRZAIAT SRIZSRNISEHT SKSNSINZNT SKIZSTISIIZILT
SRIZEZIIIZET  SKIZIIZIZINILT

omniva



You can download one manifesto at a time by clicking the button on the
right:

D omniva ) Orders  {Gb Settings

Orders Manifests Download
Q B &
2022-12-08 SKIZ51231251250T  SKI2512312312350T  SK1251 123LT SKIZ51231231230T  SK1251231231250T 21512517 1512312 1512312 In}
SKI251231251231T SKI251231231250T SKI25123123125LT SKIZ5123123125LT SK1251231231231T #1512%12
SKI251231231230LT SK125123123125LT
2022-12-08 KI25123125125LT  SKIZ51251231250LT SKI25123123125LT SKIZ51231251250LT  SK12512312312351T H#1512512 #1512312 #1512512 n]
SKIZS1231ZHZILT  SKI251251251250T SKI25125125125LT SKIZS12H1ZMZELT  SKI12S1231231231.T Mgz

Show more

You can also download several manifestos by checking them in the
checkboxes (1) and pressing the Download button (3):

-
i Orders Settings
1,_' omniva @ Orders )
Orders Manifests Download 3,
Q 8 ]
1_ 2022-12-08 SKI25125125123LT  SK125123123125LT SK1251231231235LT SKIZS125123125LT  SKI125123123125LT HIS12312 #I512317 512512 ]
SKI25125125125LT SK12512312%1251T SKI251231231251T SKIZS128123125LT SK125123123125.T #1512312 2
SKI251251251231T  SK125123123123LT
2. 2022-12-08 SKI25125123125LT SK125123123123LT SKI125123123125LT SKI25125123125LT SK125123123125LT #1512312 #1512312 #1512312 III
SKIZS1231231250LT  SKI251231231230T  SK125123123125LT SKIZS1251251250T  SK1251231231230T 21512312
SKI28128128125LT  SK 3T SKI §25LT SKI251 LT SKI125128123)25LT
Show more

Support by e-mail:

LT - integracijos@omniva.lt
LV - sales@omniva.lv

EE - ariklient@omniva.ee
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