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1. Log in to your Click&Ship account using the information you received in your welcome 

email.

2. To integrate with WooCommerce, go to “Settings” --> “Integrations” --> “All 

Integrations” --> “Connect with WooCommerce” --> “Download version”.

1. Installation

1



Er det vigtigt for dig, er det vigtigt for os

GLS Click&Ship - WooCommerce

3. When the file from Click&Ship is downloaded, log in to your WordPress admin tool, 

and select “Plugins” --> “Add New Plugin” --> “Upload Plugin”.

4. Click on “Choose File”, and then select the file you downloaded from Click&Ship in step

5. Now click on “Install”.

6. Then click on “Activate Plugin”.
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2. Configuration

1. Go back to the Click&Ship platform and select “Settings” --> “Integrations” --> “All 

Integrations” --> “WooCommerce”.
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2. Select “Create Keys” --> “Create New Keys.”
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3. Click “Show Details” on the unused key, and set the status to active by clicking on the 

red button on the right side, for it to turn green.
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4. Now go to your WordPress admin environment and select “Settings” --> “GLS Click and 

Ship Settings”.

5. Insert the newly created keys. Copy the public key from the Click&Ship platform and 

paste it into “GLS Click and Ship Settings” in WooCommerce. Do the same with the 

secret key. Once this is done, the integration is complete.
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6. Go back to the Click&Ship platform. Select “Settings” --> “Integrations” --> “Integration 

Details”. If the integration has been done correctly, you will now see the link to your 

WooCommerce webshop.

3. Setting up Shipping Methods

The following section will describe how to set up the most common GLS shipping 

methods in WooCommerce.
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3.1 Home Delivery

If you wish to send parcels to your customers’ private address, you can set up the 

following shipping method.

1. Go to your WordPress admin tool.

2. Select “WooCommerce” --> “Settings” --> “Shipping”.

3. Click “Add Zone.”

4. Enter a Zone Name. It can be the country for which you are setting up the shipping 

methods.

5. Select your zone region(s).

6. Click “Add Shipping Method.”
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7. Choose “GLSDk: GLS Parcel Denmark Flat Rate” and click “Continue.”

8. Enter the name you want the shipping method to have at checkout.

9. In the “Cost” field, enter the price you want the shipping method to have in your 

checkout.

10. Choose “Private Delivery” at “Service Level.”

11. Select “Disabled” at “Selecting a pickup point is.”

12. Click “Create and Save.”

3.2 Delivery to ParcelShops

If you wish to send parcels to your customers’ desired ParcelShop, you can set up the 

following shipping method.

Note: Steps 3 – 5 should only be completed if you haven’t already created a shipping zone.

1. Go to your WordPress admin tool.

2. Select “WooCommerce” --> “Settings” --> “Shipping”.

3. Click “Add Zone.”

9



Er det vigtigt for dig, er det vigtigt for os

GLS Click&Ship - WooCommerce

4. Enter a Zone Name. It can be the country for which you are setting up the shipping 

methods.

5. Select your zone region(s).

6. Click “Add Shipping Method.”
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7. Choose “GLSDk: GLS Parcel Denmark Flat Rate” and click “Continue.”

8. Enter the name you want the shipping method to have at checkout.

9. In the “Cost” field, enter the price you want the shipping method to have in your 

checkout.

10. Choose “ShopDelivery” at “Service Level.”

11. Select “Mandatory” at “Selecting a pickup point is.”

12. Click “Create and Save.”

3.3 Delivery to Business Addresses

If you wish to send parcels to business addresses, you can set up the following shipping 

method.

Note: Steps 3 – 5 should only be completed if you haven’t already created a shipping zone.

1. Go to your WordPress admin tool.

2. Select “WooCommerce” --> “Settings” --> “Shipping”.

3. Click “Add Zone.”
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4. Enter a Zone Name. It can be the country for which you are setting up the shipping 

methods.

5. Select your zone region(s).

6. Click “Add Shipping Method.”
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7. Choose “GLSDk: GLS Parcel Denmark Flat Rate” and click “Continue.”

8. Enter the name you want the shipping method to have at checkout.

9. In the “Cost” field, enter the price you want the shipping method to have in your 

checkout.

10. Choose “BusinessParcel” at “Service Level.”

11. Select “Disabled” at “Selecting a pickup point is.”

12. Click “Create and Save.”

3.4 Weight-Based Shipping Method

To determine the shipping method based on the weight of the parcel, ensure you 

have installed the plugin “WooCommerce Weight Based Shipping” (a free plugin for 

WooCommerce). Then follow these steps:

Note: Steps 3 – 5 should only be completed if you haven’t already created a shipping zone.

1. Go to your WordPress admin tool.

2. Select “WooCommerce” --> “Settings” --> “Shipping”.

3. Click “Add Zone.”
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4. Enter a Zone Name. It can be the country for which you are setting up the shipping 

methods.

5. Select your zone region(s).

6. Click “Add Shipping Method.”
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7. Choose “GLSDk: GLS Parcel Denmark for Weight Based Shipping” and click “Continue.”

8. Now click “Edit” on the shipping method.
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9. Choose the desired service in the “Service Level” field and whether selecting a 

ParcelShop for the shipment should be possible.

10. Click “Add Shipping Rule” and then “Add New.”
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11. In the “Label” field, you can choose to enter a name for the shipping method, which is 

visible to you.

12. In the “Title” field, enter the name of the shipping method that your customers will see 

at checkout.

13. Fill in the remaining fields that are relevant to you.

14. When you have set up the desired criterias, click “Close” to save your settings.
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3.5 Free Shipping

If you wish to offer free shipping to your customers, you can set up the following shipping 

method.

Note: Steps 3 – 5 should only be completed if you haven’t already created a shipping zone.

1. Go to your WordPress admin tool.

2. Select “WooCommerce” --> “Settings” --> “Shipping”.

3. Click “Add Zone.”

4. Enter a Zone Name. It can be the country for which you are setting up the shipping 

methods.

5. Select your zone region(s).

6. Click “Add Shipping Method.”
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7. Choose “GLSDk: GLS Parcel Denmark Free Shipping” and click “Continue.”

8. Give your shipping method a name.

9. In “Free shipping requires,” choose the reason your customers should get free shipping.

10. Follow the next steps in this window to set up the free shipping rules correctly. Once 

done, click “Create and Save.”
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3. Give your rule a name. For example, it could be “Home Delivery” if that is the shipping 

service you are setting up a rule for.

4. Configuration of Shipping Methods

20

We can now look at how to define the shipping rules in Click&Ship to ensure that your 

shipments are created with the correct GLS shipping service.

1. Go to the Click&Ship platform and choose “Setting” in the menu to the left. Then 

choose “Rulebook”

2. Click on “Add rule” --> “Blank rule”
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4. Select “Shop”

5. Your connected webshop should now appear in the field on the right. If you have more 

than one webshop connected, select the correct one by clicking the dropdown button.
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6. Then select “Shipping Method.”

7. Then select the shipping method you are setting up a rule for. The shipping methods 

you can choose from here, are those you set up in WooCommerce earlier – Click&Ship 

imports the available shipping methods from there.
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8. Then select “Service”

9. In the dropdown menu on the right, you can choose the GLS shipping service the 

parcel should have. Below is a description of which service to select depending on 

the shipping method you are setting up. The three most common ones are used as 

examples:

If you want to set up a shipping method with home delivery, select the “PrivateDelivery” 

service.

If you want to set up a shipping method with delivery to a ParcelShop, select the 

“ShopDelivery” service.

If you want to set up a shipping method with delivery to a business address, select the 

“BusinessParcel” service.
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10. Click “Save.”

11. The rule is now created. Repeat this process with the shipping options you want to 

offer your customers at the checkout.
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5. Export Orders to Click&Ship

There are several ways to export your orders from WooCommerce to Click&Ship.

5.1 Manual export

1. Go to your WordPress admin tool.

2. Select “WooCommerce” from the left menu, then “Orders”. Here you can see your order 

overview.

3. Check the box next to the orders you want to print, and then export to Click&Ship.

4. Select “Export to GLS Click and Ship” in the dropdown menu above the order overview.

5. Click “Apply.”

6. Go to your Click&Ship platform, and select “Shipping” --> “Entered”. Here you will see 

an overview of the orders you just imported.

7. To print labels for the desired orders, ensure the desired orders are checked on the left 

side, then click “Create labels” at the top.
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5.2 Automatic export

1. Go to your WordPress admin tool.

2. Select “Settings” --> “GLS Click and Ship Settings” --> “Export to Click and Ship”.

3. Here you can specify the status you want your orders to have to be exported to 

Click&Ship. For example, if you choose the “Processing” status in the dropdown menu 

“Automatic export” your orders will automatically be exported to Click&Ship as soon as 

they have the “Processing” status in WooCommerce.
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4. Go to your Click&Ship platform, and select “Shipping” --> “Entered”. Here you will see 

an overview of the orders you just imported.

5. To print labels for the desired orders, ensure the desired orders are checked on the left 

side, then click “Create labels” at the top.
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