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Login

How to log in to WooCommerce Dashboard in wordpress:

1. Access the WooCommerce Dashboard in wordpress.
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2. Enter “Username or Email Address” to the field.

3. Enter “Password” to the Password field. Then click the Login button.

Payo COD Plugin - WooCommerce User Manual
3



Users are redirected to the WooCommerce dashboard in wordpress.

Installation
We have two options to install Payo COD Plugin, via WooCommerce Admin
Dashboard and via public page.

How to install Payo COD Plugin via WooCommerce Admin dashboard:

1. From WooCommerce Dashboard go to Plugins, then click the Add New.
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Users are redirected to the Add Plugins page.

2. Enter “Payo COD” to the Search plugins field.

Payo COD plugin is displayed in the Search Results of Add Plugins page.

3. Click the Install Now button.

NOTE: Once the Payo COD plugin is installed. Activate it and make sure to have
a WooCommerce plugin.
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4. Check the “Payo COD” plugin.

5. Click the Activate button.

Once the Payo COD plugin is activated, users can access the Settings,
Payments and Orders page of Payo COD.
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How to install Payo COD Plugin via public page:

1. Access the public page: https://wordpress.org/plugins/payo-cod

2. Click the Download button.
3. Select the downloaded file, then Right click then click Extract All.

Extract Compressed Zipped folder window form is displayed.

4. Click the Extract button.
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5. Copy and paste the extracted folder inside the User’s server.

NOTE: Once the extracted folder is copied inside the User’s Server. Activate the
Payo COD plugin and make sure to have a WooCommerce plugin.

Settings Page
In this page the users can configure the app settings, wherein the users need to
provide the following Payo credentials:

● Client ID
● API Key

And to select Ship with Payo options.
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How to configure the App Settings:

1. Enter “Client ID” to the Client ID field.
2. Enter “API Key” to the API Key field.
3. Click the Test credentials button.
4. Click the Save button.
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A pop up message box will be displayed stating “Successfully Updated!”.

How to select to Ship with Payo:

1. Select any options to Ship with Payo drop down.
2. Click the Save button.
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Options to Ship with Payo:

● Manual - Ship to Payo manually.
● Fulfilled Orders Only - Fulfilled items/orders will automatically Ship to Payo.
● All Orders - Created orders will automatically Ship to Payo.

Users can now proceed to the Orders page of the Payo COD.

Payments Page
In this page the users can enable or disable the Payment Type or Method in
Payo COD.

NOTE: Once you unchecked the Payment Method, the created order will not
push to the Orders page.
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How to activate Payment Method:

1. Go to Payo COD then Payments.

2. Check the Payment Type to Enable it with the Payo COD.
3. Click the Save button.

The Payment type will be enabled once checked and saved successfully in the
Payments page.
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Orders Page

The Orders page of Payo COD will display the latest Delivery and Payo status of
the current and existing orders created successfully.

The Orders page have the following features:

● Refresh Data
● Filtering Data by Status
● Searching Order by Order ID
● Viewing of Order Details
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How to use the features in the Orders page?

Refresh Data

1. Click the Refresh button.

2. Check the table should load and refresh the Orders page.

Filtering Data by Status

1. Click the All Status drop down.
2. Select any “Status” (New, Successful, and Rejected) in the All Status drop

down.

Upon selecting the Status, the table will display all the order/s with the same
Status selected.

Payo COD Plugin - WooCommerce User Manual
15



Searching Order by Order ID

1. Enter existing “Order ID” in the Search field.

2. Click the Search button.

3. Check the table should display the Order ID that has been searched.
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Viewing of Order Details

1. Click the View button.

2. Check the new tab should load Order details of the selected Order.
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How to create an order in WooCommerce Store?

1. Access the Woocommerce Store.

2. From the WooCommerce Store click the Shop from Menu bar.
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3. Select any product in the available products in the Shop page.
4. Click the Add to cart button. Then the View Cart link will be displayed.

Users are redirected to the Cart page once the View Cart link is clicked.

5. Scroll down then click the Proceed to Checkout button.
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Users are redirected to the Checkout page once the Proceed to checkout
button is clicked.

6. Enter Billing details to the required fields.
● First name
● Last name
● Country / Region
● Street Address
● Town / City
● State / County
● Postcode / ZIP
● Phone
● Email address
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7. Scroll down then click the Place Order button.
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Once Place Order is clicked a message will be displayed stating “Thank you.
Your order has been received.”

How to Ship Orders to Payo in WooCommerce Dashboard?

1. Go to WooCommerce Orders page.
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2. Check the order that you want to Ship Order to Payo.

3. Click Bulk Options drop down. And select “Ship Order to Payo”.

4. Click the Apply button.
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5. Check the Status of the order.

NOTE: If Ship Order To Payo is successful the Status will be changed from

“Processing” to “Completed”. And if the order have issues the Status will remain
as “Processing”.
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How to Resubmit Orders to Payo in WooCommerce Dashboard?

1. Go to WooCommerce Orders page.

2. Check the order that you want to Ship Order to Payo.
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3. Click Bulk Options drop down. And select “Resubmit Order to Payo”.

4. Click the Apply button.

5. Check the Status of the order.
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NOTE: If Resubmit Order To Payo is successful the Status will be changed from

“Processing” to “Completed”. And if the order have issues the Status will remain
as “Processing”.
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