Buy now.
Pay smarter.

BigCommerce
Openpay Order Status, Dispatch & Refunds

Order Status

Please share the information below with your team who looks after orders, dispatch and
refunds.

e Pending
Customer started the checkout process but did not complete it. Incomplete orders
are assigned a "Pending" status and can be found under the More tab in the View
Orders screen.

¢ Awaiting Fulfilment
Customer has completed the checkout process and payment has been confirmed.

¢ Awailing Payment
Customer has completed the checkout process, but payment has yet to be
confirmed. Authorise only tfransactions that are not yet captured have this status.

¢ Completed
Order has been shipped/picked up, and receipt is confirmed; client has paid for their
digital product, and their file(s) are available for download.

¢ Cancelled
Seller has cancelled an order, due to a stock inconsistency or other reasons. Stock
levels will automatically update depending on your Inventory Settings. Cancelling an
order will not refund the order. This status is tfriggered automatically when an order
using an authorize-only payment gateway is voided in the control panel before
capturing payment.

¢ Partially Refunded
Seller has partially refunded the order.

e Refunded
Seller has used the Refund action. A listing of all orders with a "Refunded" status can
be found under the More tab of the View Orders screen.

Dispatch

Dispatch, Shipping and Refund can be done easily from the Admin panel of Big Commerce
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Refunds

Refunds can be made on Orders with order status Awaiting Fulfilment and Completed.

Note: Refunding a successful Openpay order is a two-step process, first from Openpay App
and second from BigCommerce Dashboard.

From BigCommerce Dashboard navigate to Apps > Openpay and click on ‘Refund’ option
on the left sidebar.

Enter Order ID and Refund Amount, then hit ‘Refund’.

‘;GCOMMERCE

openoou Refund by Openpay

Order ID

@ Configuration

Refund Amount
B Refund

B Refunded History

Confirm refund amount on the confirmation pop-up.

‘;ECOMMERCE

7

Refund Confirmation

Do you want to proceed refund $20 for order 119 now?

Yes, Refund that order!

Refund success message will show up like below.

‘The Order has been refunded by Openpay.
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Success

The Order has been refunded from openpay

Refund the order in BigCommerce

Now click ‘Refund the order in BigCommerce’ button, this will automatically redirect you to
the BigCommerce refund screen.

Note: If you are not automatically redirected to BigCommerce refund screen, navigate to
‘Orders’, find the Order ID that matches with the recently refunded on Openpay app and
under ‘Action’ click on the ‘Refund’ option.

4:1[cCOMMERCE « i
View Orders
AllOrders  AwaitingPayment  Awaiting Fulfillment  Awaiting Shipment ~ HighRisk  Pre-Orders  More v Custom Views
Add Export All Choose an action v Confirm ter by Keyword X | = Search Prev 1 a View 20 v
Orders

(+] Date - Order ID Customer Status Total Action

© [J 30thoct2019 114 E@ zzsds (Guest) B AwaitingPayment v 489.00 5]

© LJ 3o0thoc2019 113 B2 Henry William B Awaiting Fulfillment v 2365.90 5]

© [J 3othoc2019 112 B Henry William B Awaiting Fulfillment v 2365.90 5] El
Edit Order

© LJ 3o0thoct2019 111 123123 (Guest) B cancelled v 20000 5]
Print Invoice
Print Packing Slip

© LJ asthoa2os 110 Teosdsd (Guest) [l AwaitingPayment v 24950 2 fnt Packing s
Resend Invoice

© [J 25thoct2019 109 Bl Teo 4dsd (Guest) B AwaitingPayment v 4109.00 5] Send Message
View Notes

© [¢ 2sthoct201 108 Téo sss (Guest) B AvaitingPayment v 949.00 S| Ship items

© [¢ 2sthoct201 107 Teo sss (Guest) Partially Refunded v d49.00 5] View Order Timeline

© [ 25thoct2019 106 BB luantnguyen B AwaitingPayment v 24950 5]

All successful refund cases will be stored in the ‘Refunded History’.
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openpay

@ Configuration
Y Refund

B Refunded History

Now refund order amount in BigCommerce Order Management.

Refunded History

Search by order ID

25 ¥

Order ID

119
119
119
119
119
119
119
119
119

119

Refunded
Amount

1.95

Amount Before
Refund

21.95
28.95
33.95
38.95
43.95
53.95
68.95
88.95
118.95

131.95

Amount After
Refund

20
21.95
28.95
33.95
38.95
43.95
53195
68.95
88.95

118.95

Date & Time ' |

00:06 | 3/4/2020
00:03 | 3/4/2020
00:03 | 3/4/2020
00:02 | 3/4/2020
00:01 | 3/4/2020
00:01 | 3/4/2020
00:00 | 3/4/2020
23:59 | 2/4/2020
08:37 | 1/4/2020

08:32 | 1/4/2020

Under Refundable items select ‘Apply an order level refund’ and input the refund amount
based on the data in the ‘Refunded History’ chart on Openpay app.

Enter the same Amount to be refunded as added on Openpay app and click Continue

Note: If you see the message ‘Failed to refund. Plan status is not Active’, please contact

Openpay for more support as the Openpay plan might not be complete.
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Partial and Full Refunds

e For Partial Refund select Apply an order level Refund
e For Full Refund select Refund entire order

26 0% refund rate
:cCOMMERCE
Huddersfield, New South Wales HD46NW
Australia
Order summary
Orders 554495 Shipping $0.00 Payment provider Openpay
Tax $0.00 Order source Storefront

Orderdate  17th Dec 2019

Refundable items
fund individual items | Refund entire order | Apply an order level refund

Order level refunds are useful to refund a shopper without associating the refund to a specific order item.

R

o

Amount to be refunded

Lo

otal funds available for refund $344.95

coneel -

Select ‘Refund customer through third party provider’ as the refund method and click
‘Confirm Refund’ button to finish.

Note: This action will not trigger a refund action to Openpay again.

If you're unable to refund an order, you will need to log into your payment gateway's dashboard to process the refund. Learn More [/
AﬁCOMMERCE

Refund summary

Tax refund $0.00
Order level refund $10.00
Refund total $10.00

Refund method

Select one of the methods below to complete your refund

Store Credit: $10.

This amount will be credite

) Refund customer through third party provider: $10.00

Refund processed external to BigCommerce

Cancel | Confirm Refund
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This will successfully update the order information.

Huddersfield, New South
Wales HD46NW

Bl Australia =]

17 Dec 2019 07:51:53
Storefront
Openpay

Manual Tax

Huddersfield, New South
Wales HD46NW

Australia

Free Shipping
$0.00

N/A

All Orders Awaiting ulfillment Awaiting Shipment High Risk Pre-Orders More
Add Export All Choose an action v onfirm = Search

Date Order ID Customer Status Total

17th D

o ¢ 207 Test 23 (Guest) Partially Refunded v | $344.95
Billing  Test23 Shipping  Test23 Order

Manor St Manor St 2items el

) Cop 26 26 -

Subtotal

Shipping
GRAND TOTAL
Refunded

Action

$225.00

$119.95

$344.95
$0.00

$344.95



