
HOW DO I KNOW WHEN I’VE RECEIVED AN ORDER? 

 

When you receive an order, you will be alerted in a few areas, ensuring you won’t miss the order. The below 

information, highlights when and how you will receive an order notification. 

 

1. Email Alerts: 

You will receive an email to your nominated email account, every time an order is placed. 

▪ New Order email notification (Customer Support) 

 

2. Dashboard Notifications: 

Under Seller Dashboard you will see three areas where you will be alerted that you’ve received an order: 

▪ Orders requested tab (Left hand navigation panel) 

▪ Latest Orders (Third section down on your main dashboard page) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



How do I process the order? 

3. Click on the ‘Orders requested’ link, on your left hand navigation panel and find the order that you wish 

to process. 

▪ Order Payment Status: This means that the buyer of your product, has successfully transferred funds to 

the PetsLivetsock Stripe account 

▪ Vendor Payment Status: This means that the funds have now been transferred to your Stripe account 

 

 
 

4. Click on the ‘Order Id’ and this will bring up the order details. 

 
 

5. Click the ‘Ship and/or Complete Order’ button. This will pull up the shipping panel, for you to complete 

the relevant details.  

 
 

6. Items to Ship: If applicable, please enter; 

o The ‘Tracking label’ or ‘Picked Up’ details 

o The ‘Tracking number’ or ‘Date of Pick up’ 

o Hit the ‘Submit’ button.  

 

 
 



7. Complete Order.  

Once the shipping details have been updated and the package sent, the following will happen: 

• Your order will be set to complete. 

• The customer will receive an email notification with shipping details. 

• PLEASE NOTE: You must complete the order to get paid. 

 

 
 

8. Your customer will receive an email with updated shipping information (Example below) 

Customer Email Notifications                       Your (Vendor) Order ID Updated 

 

 
 

 

How and when do I get paid? 

• You must first ‘complete’ the order to receive your payment. 

• Completing the order requires you to enter shipping details if applicable. 

• Your payment is managed through the Stripe payment gateway 

• Stripe will schedule your payment, 7 days after the order is ‘complete’ and any package shipped 

• Order Payment Status: This means that the buyer of your product, has successfully transferred funds to 

the PetsLivetsock Stripe account 

• Vendor Payment Status: This means that the funds have now been transferred to your Stripe account 

 


