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Accounts Reconciliation 

We understand that monies received for courses are reconciled after an event has passed.  

The following instructions are based on this approach. 

To reconcile tickets sold for an event: 

1. Log in to the WordPress Dashboard  
2. From the menu area on the left, choose Events 
3. Quickly find your desired event by searching by title 
4. From the list of Events, hover over the title of the event you require 
5. Click the ‘Orders’ text link: 

 
6. You will be taken to a new page which shows the event details, along with a list of 

Orders and Attendees (note Orders and Attendee details are shown on the same page, 
in different tabs): 

 
Above: In the ‘Purchased’ column you can see the number of tickets the customer bought in the order.  

 

 

NOTE: 

• If the cost of a ticket has been refunded, you will see it listed in the order ‘Status’ 
column 

• Some Orders may include several course bookings  
• If you cannot see all the columns shown here, you may need to change your view 

settings. To do this, look for the ‘Screen Options’ Tab at the very top of the screen. 
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Once the tab is opened, you can choose to show or hide columns by ticking the 
appropriate checkbox:  

 

 

 

 

Reconcile by Date 

Depending on how Stripe can generate your reconciliation report, you may need to simply 
reconcile incoming monies with orders (ie, not reconcile per event). 

In this case: 

• Go to Woocommerce > Orders 
• You will see a list of all orders by Order number 
• You can see the total paid 

 

Finding incoming monies in Stripe 

In Stripe, you can find payments made through the website by searching for: 

“Graphisoft North America Events” 

 

Refunds 

You can refund an order via Stripe, OR via the Events site. 

If refunding via the website:  

1. Go to: WooCommerce > Orders 
2. Find the order 
3. Click on the Order name + number  
4. Scroll down the page to locate the value of the order 
5. Enter the refund amount 
6. Choose ‘Refund Via Stripe’ 

The system will send a Refund request and once it has processed (usually around 10 seconds) 
you will see a Refund Line item in the order area.  

 


