
You will view and manage your orders in the Orders tab. The status will 
show if your order is “processing” or “completed”. Occasionally you will see 
an order that is “Failed” or “on-hold”. Do not ship Failed or On-hold orders!

Completing Order: to get paid you need to ship your order, enter tracking 
information and then mark your order as “Completed”

Shipping: access and print a packing slip to include with your order by clicking 
on the three dots on the far right.
This will show the customers name and address and what they bought.

How to Process Orders

Lady Sewington
555 Sew St.
Sewville, CA, 55555

When someone buys your product, you will get an email from 
hello@feelgoodfibers.com with the following subject line:

Email: [order #] [order date]

[customer name]

[customer name]

mailto:hello@feelgoodfibers.com


Add shipping status & tracking: 

1. Click into the order
2. Click “create new shipment” 
3. Check the box next to the item(s) 
4. Change the status to “on the way” 
5. Add the shipping provider and tracking number
6. Make sure to check the box at the bottom that says, “notify shipment 

details to customer” 
7. Click “create shipment”

#1

#2

#3

#4

#5

#6

#7

[customer name]

[customer name]



The shipment will now say “Shipped”.

Complete Order: Click on the three dots on the far right and choose “Change 
status to completed”. Click again on “CHANGE STATUS TO COMPLETED” when 
the confirmation window pops up.

[customer name]
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