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April 2022

Instructions for 
processing 
orders in the 
shop backend
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I. Processing 
orders

step by step
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2. option: Direktzahlung (direct payment)
If the order is paid directly (by credit card, 
Sofortüberweisung or Giropay), you will receive 
the following e-mail and the order can be 
processed by you. 1. option: Vorkassenbestellung (prepayment)

If an order was placed by prepayment, you will 
receive the following e-mail. The order will not be 
processed until payment is received, but will be 
reserved in our system for 7 days.

As soon as the 
payment for a 
prepayment order is 
received, you will also 
receive this e-mail 
and can process the 
order.   

1. An order is received and you
will be notified about it by e-mail. 
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2. You can view current open orders on 
your Dashboard.

All open orders will be listed on the Dashboard and should be processed by 
you chronologically (according to the specified delivery time).

! Please check your Dashboard regularly: Are there any other open orders that are 
less current?

In case of CSV import/data transfer (see second to last page): Please check 
regularly if the status has been correctly transferred to Avocadostore.
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! Please do not process orders with the status Bezahlung ausstehend (payment pending) until 
payment is received. Once the payment is received, you will find the order under Nicht bearbeitet (not 
processed) and you will be able to process it.

An unpaid order automatically becomes invalid after 16 days and disappears from the Bezahlung 
ausstehend (payment pending) view.

3. Under Bestellungen (orders) you can search for individual orders 
or filter them by their current order status.
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4. Once you have opened an order for processing, please 
accept it first.

In exceptional cases, you can 
also accept each item 
individually.
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As a result:

• No notification is sent to the 
customers. They will receive an order 
confirmation by e-mail directly after we 
have received the payment.

• This status change does not result in 
an automatic payment.

Order is 
accepted by you
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! Please note that the shipment data must first be saved before the 
status is set to shipped. This is the only way for customers to receive the 
tracking information for their package by e-mail.

Enter the tracking number and the 
shipping service provider and mark 
the entire order as shipped. 

Note: The shipment number and the shipping 
service provider will be saved automatically 
after entry.

Or, in exceptional cases, send 
individual items.

5. Please ship the goods and enter the shipping 
directly on the shipping day.
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As a result:

• Customers will receive a shipping 
confirmation with tracking information 
via email (Important: For this purpose, 
the tracking number must be saved 
before confirming the dispatch in the 
shop-backend and all items must be 
marked as shipped).

• Payment will be made to your 
Avocadostore Stripe account.

• Attention: Orders that are not set to 
shipped status will be automatically 
booked as Händlerstorno (merchant 
cancellation) after 85 days - even if 
customers have actually received the 
item. You will not receive any payout of 
your sales in this case.

Order is shipped 
by you
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II. Return-
processing
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The return can be announced in advance by customers. 
The status of the corresponding items is then set to 

Important: Not all customers register a return in advance, 
but the return can and must still be booked after arrival at 
the warehouse.

Please book the return within 7 days 
of arrival at the warehouse for timely 
refund. 

! A return can only be set 

48h after setting the status 
to shipped and only 90 days 
after receipt of order.

If it is technically not possible 
for you to book a return in 
individual cases, please 
contact our customer service 
at support@avocadostore.de.

In the case of a return, please book the return promptly 
upon arrival at the warehouse.
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As a result:

• The customers will receive a 
confirmation with the announcement 
of the refund by e-mail.

• The refund to the customer will be 
made automatically. 

• Your Stripe account will be debited 
with the value of the returned items 
and we will refund the commission for 
the corresponding items.

• The inventory will automatically 
increase by the number of returned 
items.

Return is confirmed 
by you
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III. Special cases 
in the processing 
of orders
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Or cancel the entire 
order.

Cancel individual items.

! A cancellation normally takes 

place directly after receipt of 
payment or at the latest after the 
order has been accepted. In 
exceptional cases, however, a 
merchant cancellation can also be 
booked after the registered 
shipment.

You cannot deliver an order? In this case, please cancel the order 
promptly after order entry. 
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As a result: 

• Customers will receive an e-mail 
informing them that the requested item 
is no longer available.

• The refund to the customer will be done 
automatically. 

• You will not receive a payout of your 
sales. If you have already entered the 
shipping and have canceled the order 
afterwards, your account will be charged 
again with the the purchase amount of 
the canceled items.

• If you cancel an order, the stipulated 
commission will still apply. 

• We assume that the ordered item is no 
longer available and the stock 
automatically drops to 0.

Merchant 
cancellation is 
entered by you
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1. Enter the according amount.
2. Select a reason.
3. Click on Hinzufügen.

! This is an extraordinary refund that takes place 

apart from all regular payment flows. Reasons for a 
special refund are, for example, the loss of a package 
during outbound or a goodwill payment to customers 
(e.g. in the case of a complaint).

You want to refund money to customers for an extraordinary reason? 
In this case, please post a Sondererstattung (special refund).
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As a result: 

• Customers will receive an email with 
the reason for the special refund. We 
ask customers for bank details, as a 
special refund is made outside the 
normal payment flows.

• Once we receive the bank details, the 
refund will be made to the customer 
and we will debit your Stripe account 
with the according amount.

Special refund is 
entered by you
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IV. General 
information
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General 
information

• Every change of status has 
consequences - so please always 
adjust the status wisely.

• In addition to manual data 
maintenance, there is the option of an 
automated order export and shipment 
data import. If you would like to use 
this option, you can find the 
corresponding instructions in the store 
backend here: 

shipment data import

order export

https://www.avocadostore.de/my_shop/imports/tracking_codes
https://www.avocadostore.de/my_shop/automatic_exports
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Still have questions about 
processing orders?

Feel free to contact us at 
shop@avocadostore.de

For questions about specific orders, please contact 
our customer service at support@avocadostore.de


