Friends, Romans, Bipeds! I've been asked to do a video on processing manual orders/subscriptions on the new system. Here it is. I've run out of easy reach ambient music, so I've gone back to Seven Days Walking for this one.

Because of the previous mix-ups, we need to ensure all our members are on the new system accurately. Here is how we deal with an individual request.

The requester is Chrissie Blaze - I've copied the email she sent along with her address. Our first step is to check her account on Fuscata.

Her account clearly shows that she has an extant, recently paid CC membership, expiring on 4/25/21. So next we check to see whether she has a new system account.

I'm going into Users to search for her.

The search box is a keyword search system (I think that's the right term) so you can search by e.g. her last name, first name, email address or any portion thereof - whatever gets the best and most accurate results. As her last name is quite rare, I'll start searching by that. Her last name is also part of her email address, so if either a Blaze or that email address is on the system it will show up.

OK - as expected, there is no extant account. She was one of the mixed-up accounts that were first added and then removed. Therefore, the next thing to do is add her as a user. Go to Add New, at the top.

For this we just need to fill in the username, first name, last name and email address. As the email address is unique, we can use that as the username.

Change the user role to what she's going to be, which is a Core Community Member. The site will email her with a random password.

Right. As you can see she is now added as a user, but is not listed as an Active subscriber on the index. This is because the subscription has to be applied manually by us.

The first thing we need to do is enter the WooCommerce menu and choose Orders. While I'm here, I'll also open a new tab with the coupons list (these are under Marketing) as we'll need these a couple of times. So - I have one tab with Orders and one with Coupons.

Chrissie didn't have a user account, so she doesn't have any orders. We need to make a new one. The Add order button is stashed by the page title, just above the Jetpack ad.

OK. Here's the list of steps we need to follow:

- Change the order status to Completed

- Select the customer by clicking in the Customer box and doing a keyword search

- Now, Chrissie has actually paid for this. Bear with while I get the transaction details... Right. You can see it's a PayPal transaction - actually on the old system any purchases made by a customer rather than manual orders will be PayPal, so just ignore that. I've grabbed the transaction ID from the notification email (these come to paypal@pw). So we can add that to the system. It's good like that. Important note: you should not do this – please instead use the coupons.
Next we need to add the item, the six-month CC membership.

Now - in general you'll be adding a recurring subscription wherein the funds are already coming in, and there doesn't seem to be an easy way to configure that on the new site. So in general we'd be adding the 100% off coupon to cover that so the customer won't be charged. However, in this case, you can see the Order Total is $0, as we want it.

That said, as I hit Recalculate it went back to $77, so I may have to change that back.

OK, no need, it comes up as paid. I'll show you afterwards how to apply the coupon. For now, let's set up her subscription. What, you thought you'd done that? Haha...no. Sorry. :)

The order is showing up as Completed in the list. I'll now go to Subscriptions, which is underneath Orders in the WooCommerce menu. Click Add Subscription. I'll change the status to Active; as for the parent order, it should come up with the one we just made.

Add the item again. Now, this is a really important part - you *must* remember to do this - I can't stress it enough. For some reason, the default payment schedule is set to daily. We do not want this. We have to change it to what we need, which in this case is every 6th month. We also need to add an end date.

As this is a one-off payment, we don't need a Next Payment date.

We'll set the end date to 4/25, the same as on her Fuscata account.

And click Create - and there's her active subscription. Now if we go back to Users we should see the Active subscriber column checked...as indeed we do.

And that's it.

Now, about the coupons. I'll show you how they're applied using a test account. This time, no payment method.

This system will invoice our test account unless we add a coupon, so I'm on that. Click Apply coupon. Now go to your handily open second tab.

For the benefit of this exercise, and in general for all manual subscriptions, we apply the coupons as follows: Choose the 100% discount beginning with e7 for orders, and the one right below it, beginning with n6, for subscriptions. For some reason all subs are treated as recurring, even those with end dates. Copy and paste...et voila. The $144 charge has magically vanished. Click Recalculate to make absolutely sure. OK, all good.

That's all, folks! Thank you for watching.
