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bookkeeping simplified 
 

If using SHOPIFY as a cart and payment provider (even with PayPal processed transactions) requires the Shopify Fee, Refunds and 
Bank transfers information as well as Shopify Order Details. See page to for Payouts and three for specific Refunds data download 
directions. 

Retrieve Shopify order details download from the Shopify "Orders" page.  

Log into your Shopify cart and select “Orders” from the left panel navigation links 

 

 

 

                                                                                                            From the Orders page header click “Export” 
 
From the Export Orders pop-up select the radio button for Orders by date…  

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the calendar option pick-list 
Start Date  
 
and  
 
End Date for the download 
 
Click the CSV for Excel radio button 

then  

Click the Export orders button  
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Shopify will send the resulting order detail download CSV file to the user’s email address that was logged into the account 
and display this message… 
 
 
Use these directions to download the Shopify Payouts data for processing by SimplePort… 
 
From the navigation panel links select the Payouts like under Finances 
 
 
 
 
 
 
 
 
 
 
 
From the Export Payouts pop-up select the radio button for All payouts by date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
See page three for specific Refunds data download directions. 
 

Your export will be delivered by email to username@emailservice.com 

Use the calendar option  
Start Date  

and  

End Date for the download 
 
Click the CSV for Excel radio button 

then  

Click the Export payouts button  
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Use these directions to download the Shopify Refunds data for processing by SimplePort… 
 
From the navigation panel links select the Reports link under Analytics 
 
 
 
 
 
 
 
 
 
 
 
 
To select a specific date range for the report select Last month 
 
 
 
 
 
 
 
 
 
 
Then use the from and to date range calendar options  
to select the starting and ending dates for the report 

Click the Apply button 
 
           Verify the starting and ending report dates and click the Export button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


