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Login
1. Access the WooCommerce Dashboard in wordpress.
@ LogIn < payo — WordPress x  + -
< c a e 2w O & ¢

W

Username or Email Address

() Remember Me

Lost your password?

« Go to payo

Payo COD Plugin - WooCommerce User Manual
2



www.payo.asia

2232 Chino Roces Avenue, Makati City, PH
info@payo.asia
+63 917 706 4831

MAKING ECOMMERCE SIMPLE

2. Enter “Username or Email Address” to the field.

Username or Email Address

Password

| ®

(] Remember Me

Lost your password?

~— GO to payo

3. Enter “Password” to the Password field. Then click the Login button.
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\f;‘-‘ i payo &1 B + New Howdy, payo [l
@ Dashboard Dashboard Screen Options v Help v
Home
Updates (1
e Welcome to WordPress!
21 Media
Learn more about the 5.9.3 version.
M Pages

¥ Comments

= Ppayo COD

m WeooCommerce

B Products = Author rich content with Customize your entire site Switch up your site’s look &
al Anaiytics = blocks and patterns with block themes feel with Styles

Block patterns are pre-configured block Design everything on your site — from Tweak your site, or give it a whole new
1.3_ Marketing layouts. Use them to get inspired or the header down to the footer, all look! Get creative — how about a new
create new pages in a flash. using blocks and patterns, color palette or font?
# Appearance Add a new pags Open site editor Edit styles
£ Plugins @
& Users
&~ Tools WooCommerce Setup v ooa Quick Draft AV A
R Sottingc —_——

Users are redirected to the WooCommerce dashboard in wordpress.

Installation

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

1. From WooCommerce Dashboard go to Plugins, then click the Add New.

2 Appearance Add

WooCommerce Setup
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Users are redirected to the Add Plugins page.

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

Help v
Add Plugins
Search Results Featured Popular Recommended Favorites Keyword v H Payo COD
1item
Payo COD plugin is displayed in the Search Results of Add Plugins page.
3. Click the Install Now button.
Help v
Add Plugins
Search Results Featured Popular Recommended  Favorites Keywaord ~ || Payo COD
1item
Payo coD Install Now
Easy logistics automation & quick delivery More
platform .
Details
By Payo Asia
[0) Last Updated: 6 days ago
Less Than 10 Active ¥ Compatible with your version of WordPress
Installations
1item

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.

[ Payo COD Making E-commerce simple for online merchants

Activate | Delete Version 1.0.0 | By Payo Asia | View details

|| WooCommerce An eCommerce toolkit that helps you sell anything. Beautifully.

SEHIIE | LETIEE Version 6.2.2 | By Automattic | View details | Docs | API docs | Community support

<} There is a new version of WooCommerce available, View versicn 6.4.1 details or update now.

5. Click the Activate button.

| | Payo COD Making E-commerce simple for online merchants

Deactivate

Version 1.0.0 | By Payo Asia | View details

|| WooCommerce An eCommerce toolkit that helps you sell anything. Beautifully.

settings | Deactivate Version 6.2.2 | By Automattic | View details | Docs | API docs | Community support

42} There is a new version of WooCommerce available. View version 6.4.1 details or update now.

Once the Payo COD plugin is activated, users can access the Settings,
Payments and Orders page of Payo COD.
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1. Access the public page: https://wordpress.org/plugins/payo-cod

iV Payo COD-WordPress plugin |\ X =+ v - x
&« c @ wordpress.org/plugins/payo-cod/ = Y » 0O 2

Register login Q

Themes Patterns Learn Support~ News About Getlnvolved ~ Showcase Mobile Hosting Openverse Get WordPress

Pl ugir‘]s My Favorites Beta Testing Developers
Payo COD
By Payo Asia
Details Reviews nstallation Support Development
Description Version: 1.0.0
With Payo, merchants can seamlessly integrate all orders from their Last updated: 6 days ago
store to our centralized dashboard to oversee all their orders - both Paid Active installations: Fewer than 10
and COD.
WordPress Version: 5.9 or higher
FAQ Tested up to: 59.3
PHP Version: 7.0 or higher
Where can | find the user manual? v

Tao inn T

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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4 > ThisPC > 05(C) » Users » Payo > Downloads > v G
Mame “ o, 1 pe Size
o D 8 8 W
~ Today (1)
- O E
- payo-cod it i impressed (zipp... 83 KB
fo Open with >

Earlier this week (1)

Last month (4) A Open in new window
Earlier this year (15) & ExtractAll.
Along time ago (14 57 Pin to Start

s Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folden

Chlsers\Payo'\Downloads\payo-cod Browse..

@ Show extracted files when complete
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5. Copy and paste the extracted folder inside the User’s server.

Vv plugins

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:

e ClientID
e APl Key

And to select Ship with Payo opftions.
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@ Payo COD « payo — WordP x  + -
<« [« = % O a
“:.i,. Howdy, payo Il

@ Dashboard

f Posts

Payo

I Pages

B Comments

(= :‘}" on Delivery) Ao
S\ dal | O JTUVET Y MUY

W Payo COD
cetings App Settings
& Please provide your Payo credentials:
ord
Client ID |
B WooCommerce Test Credentials
B Products APl Key |
all Analytics Ship with Payo:
¥ Marketing

‘ All Qrders - ‘

M Appearance

K Plugins @ Save

& Users

& Tools -

J—

Enter “Client ID” to the Client ID field.
Enter “API Key” to the API Key field.
Click the Test credentials button.
Click the Save button.

» LN
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A pop up message box will be displayed stating “Successfully Updated!”.

Successfully Updated!

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

Ship with Payo:

| Manual W I
| All Orders ﬂ

Payo COD Plugin - WooCommerce User Manual
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Options to Ship with Payo:

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

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

Paymentis Page

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

Payo

AP AN ST -~ N e A e
AN .u"l Ty ( ) (] i iy M Y L A ,—"\. AN
] \,-' L N I'\_J' | I ':_.i ) }' | L [ |:/l s LY _:\ | W f'l Y
Payments Settings
Enable the following payment type with Payo:
Payment Type Enable With Payo

Cash on delivery [v]

NOTE: Once you unchecked the Payment Method, the created order will not
push to the Orders page.
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1. Go to Payo COD then Payments.

WooCommerce

Products

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

Successfully Updated!

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.

@ Payo COD < payo —WordPress X = =+ v -

€« > C a 2 O a

‘\_"?,i‘ @ipayo S1 B + New Howdy, payo [l
A bosts

07 Media

o Payo

' Comments

W Payo COD Refresh Data | All Status v ‘ ‘ Search Order ID Search ‘
a Order ID Customer Delivery Status Payo Status Actions
Pay! its
140 - Invoice #1508688 View
Orders
139 - Invoice #1508687 View
m WooCommerce
B Products 138 = Phone length is invalid View
Analytics
il Analyt 137 - Invoice #1508674 View
{' Marketing
134 Waiting for Pick-up Invoice #1508673 View
M Appearance
K Plugins @ 135 Accepted by Courier Partner Invoice #1508672 View
& Users 136 Pending Invoice #1508671 View
& Tools
133 - Invoice #1508670 View
(4] T 132 - Invoice #1508669 View .

The Orders page have the following features:

e Refresh Data

e Filtering Data by Status

e Searching Order by Order ID
e Viewing of Order Details
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Refresh Data

1. Click the Refresh button.

Refresh Data

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.

| All Status W |

I\] ew Iy

Successful

Rejected =

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

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

Search Order ID Search ‘

2. Click the Search button.

i

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

Order ID Customer Delivery Status Payo Status Actions

Search

118 . - Invoice #1508590 View
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Viewing of Order Details

1. Click the View button.

Actions

View

2. Check the new tab should load Order details of the selected Order.

'ayo COD < payo — WordPress X t order “Order — March 24, 20 X o
Payo COD < payo — WordP Edit order “0 March 24, 2 +

Cc & shopifyapp-staging.payo-develop.com/wp-admin/post.php?post=118&action=edit = W » 0O 2

@ Apyp 2 P + New

@ Dashboard Edit Order N o
Activit Finish setup

A Posts Screen Options v Help v

07 Media

I Pages

Security auto-update of WooCommerce

B Comments
Your store has been updated to the latest secure version of WooCommerce. We worked with WordPress to deploy security updates related to PayPal

= Payo COD Standard payment gateway for stores running WooCommerce (version 3.5 to 6.3).
Home
Orders (6

Customers Edit order

Order actions VoA
Order #118 details
Statu Payment via Cash on delivery. Paid on March 24, 2022 @ 7:12 am. Customer |P: 180.195.207.145 Choose an action.. ~ ‘
: ]
General Billing Shipping L
r— COl
H Products Move to Trash
il Analytics
€ Marketing ta Order notes ~ W A

‘. Completed

Shinmad #n Daume Cirdar chatis chanmad
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1. Access the Woocommerce Store.

2 % O a :

Howdy, payo . Q

Cart Checkout My account Sample Page Shop

Holla winrlAd!

2. From the WooCommerce Store click the Shop from Menu bar.

Payo COD Plugin - WooCommerce User Manual
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@ Orders « payo — WordPress X @ Products - payo x  +
&« C & shopifyapp-staging.payo-develop.com/shop/ = % O &
-\"?r' @ payo M Editsite # Customize <1 B + New Howdy, payo [ll Q

Shop

Showing all 2 results Default sorting v

Sale! Sale!
Bag Tshirt
#+666:66 £900.00 B+566:66 #970.00

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.

Bag Tshirt
#+606-:60 £900.00 #+.560-66 #970.00

View cart

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

5. Scroll down then click the Proceed to Checkout button.

Payo COD Plugin - WooCommerce User Manual
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Coupon code Apply coupon Update cart

CART TOTALS

Subtotal £000.00

Shipping Flat rate: #100.00
Shipping to Chino Roces Ave, Makati,
Metro Manila, 1233.
Change address

Total #1,000.00

Proceed to checkout

Users are redirected to the Checkout page once the Proceed to checkout
button is clicked.

6. Enter Billing details to the required fields.
e First name
e Last name
e Country / Region
e Street Address
e Town / City
e State / County
e Postcode / ZIP
e Phone
e Email address

Payo COD Plugin - WooCommerce User Manual
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Billing details Your order
First name * Last name * Bag =1 $£900.00
Subtotal $£900.00
Company name (optional
pany (optional) Shipping Flat rate: P100.00
Total #1,000.00

Country / Region *

Philippines -

@ Cash on delivery

Street address * . )
Pay with cash upon delivery.

Chino Roces Ave

Your personal data will be used to process your order,

Apartment, suite, unit. efc. (optional) support your experience throughout this website, and

for other purposes described in our privacy policy.

7. Scroll down then click the Place Order button.

@® Cash on delivery
Pay with cash upon delivery.
Your personal data will be used to process your order,

support your experience throughout this website, and

tor other purposes described in our privacy policy.

PLACE ORDER

Payo COD Plugin - WooCommerce User Manual
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Once Place Order is clicked a message will be displayed stating “Thank you.
Your order has been received.”

Checkout

Thank you. Your order has been received.

ORDER NUMBER: DATE: EMAIL: TOTAL: PAYMENT METHOD:
April 8, 2022 payo-wordpress-store@gmail.com £1,000.00 Cash on delivery

1. Go to WooCommerce Orders page.

B Products

i Customers
Analytics

Reports

E) Marketing

Settings

M Appearance Status

# ; Extensions
& Plugins {1

Payo COD Plugin - WooCommerce User Manual
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2. Check the order that you want to Ship Order to Payo.

Orders

All (148) | Processing (4) | Completed (144

| Bulk actions v Apply l ‘ All dates w | ‘ Filter by registered custome hd H Filter l
O Order Date Status
%] #1n *  Apr7, 2022 Processing
] #170 *  Apr7, 2022 Completed

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

Orders

All (148) | Processing (4) | Completed (144

Bulk actions W

Apply l ‘ All dates s | ‘ Filter by registered custome ™ H Filter

Bulk actions

Move to Trash Date Status
Change status to processing

Change status to on-hold

Change status to completad ' - Apr7, 2022 Processing
Change status to cancelled

Ship Order To Payo

Resubmit Order Ta Payo | w Apry 2022 Completed

4. Click the Apply button.

Payo COD Plugin - WooCommerce User Manual
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Orders

All (148) | Processing (4) | Completed (144

‘ Ship Order To Payo v Apply | All dates ‘ ‘ Filter by registered custome e ‘ ‘ Filter |
O Order Date Status
(w] #H7T *  Apr7, 2022 Processing
] 2170 *  Apr7,2022 Completed

5. Check the Status of the order.

Orders

All (148) | Processing (4) | Completed (144

| Bulk actions R Apply | All dates A | ‘ Filter by registered custome W H Filter ‘
O Order Date Status
(w] #171 *  Apr7, 2022 Completed
) #170 *  Apr7, 2022 Completed

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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1. Go to WooCommerce Orders page.

B Products ( 4

i Customers
i1l Analytics
Reports

€ Marketing

Settings

M Appearance Status

# ; Extensions
& Plugins {1

2. Check the order that you want to Ship Order to Payo.

Orders

All (148) | Processing (4) | Completed (144

| Bulk actions ~ | Apply All dates w | ‘ v H Filter |
O Order Date Status
%] #n *  Apr7, 2022 Processing
] #70 w  Apr7, 2022 Completed
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3. Click Bulk Options drop down. And select “Resubmit Order to Payo”.

Orders

All (148) | Procassing (4) | Completed (144)

Bulk actions w Apply l ‘ All dates W | ‘ Filter by registered custome w H Filter ]

Bulk actions

Move to Trash Diate Status
Change status to processing

Change status to on-hold

Change status to completad | - Apr7, 2022 Processing
Change status to cancelled

Ship Order To Payao

Resubmit Order To Payo I - Apr 7, 2022 Completed

4. Click the Apply button.

Orders

All (148) | Processing (4) | Completed (144)

‘ Resubmit Order To Payo  w H Apply l ‘ All dates v ‘ ‘ Filter by registered custome v ‘ l Filter
I:I Order Date Status
(w] #1171 - Apr7, 2022 Processing
J 170 *  Apr7, 2022 Completed

5. Check the Status of the order.
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Orders

All (148) | Processing (4) | Completed (144)

| Bulk actions ~ Apply | All dates W | ‘ w H Filter ‘
O Order Date Status
(w] #1171 *  Apr7, 2022 Completed
] 170 «  Apr7, 2022 Completed

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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