
How to use  
Afterpay In-store

A quick guide - get up and running on Afterpay in-store in no time!

How to refund  
an Afterpay sale Log into the Afterpay 

Merchant Portal 
via Chrome web 

browser

1

Ensure the page 
is refreshed and 

that you are in 
the Home tab

2

Locate the 
transaction via the 

Afterpay Order 
Number (stored in 

their Afterpay App)

3

Once complete you can return the item/s back through 
your POS. Afterpay will digitally refund the amount owed to 
the customer and their App will update them automatically. 

The funds will usually clear within 24-48 hours.

8

Enter your 
Merchant 

User 
Password

6

Select Refund 
on the right in the 
actions column

4

Select Issue 
Refund

7

Enter the dollar 
amount to be 

refunded

5

How to process 
an Afterpay sale

4

Ensure page is 
refreshed and 
that you are in 

the In-Store tab

10

You can now 
complete the 

transaction on 
your POS

Scan your 
items into 
your POS

1

Select 
Afterpay as 
the tender 

type

2

Once payment is 
complete, an Afterpay 

Order Number will 
appear on the screen

9

Log into / open the 
Afterpay Merchant 
Portal via Chrome 

web browser

3

Click 
“Create 
Order”

8

Enter the customer’s 
8-digit Afterpay App 

barcode number.

5

Enter the total dollar 
amount that you are 
processing through 

Afterpay

6

Enter a merchant 
reference, if required

7

Customers  
new to Afterpay

Open the App, create 
a new account and 

let the customer fill in 
their details.

Get a ready-to-use barcode 
up to the maximum amount 

you can spend In-store. 
When you’re ready to pay, 
simply have your barcode 

scanned at the register. 

You’ll get a reminder before the 
payment is due. Simply make 

sure the funds are available on 
the day we automatically deduct 

payments from your card to 
avoid incurring late fees.

View your current 
and past orders, 
make payments 

and manage your 
account all within 

the App!

 Search for ‘Afterpay’ 
and download the 

App on the App store 
or Google Play
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Help lines
Call or submit a question  
anytime via our website

Afterpay Customer Support   
AU 1300 100 729  Mon to Fri 08:30 -17.30    
NZ 0800 461 268 Mon to Fri 11:00 -19.00    

Afterpay In-store Support  
AU 1300 621 603  Mon to Fri 09:00 -17.00     
NZ 0800 472 317  Mon to Fri 11:00 -19.00  

Health Practitioner Support Line 
AU 1300 041 104  Mon to Fri 09:00 -17.00
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A quick guide - some Afterpay basics to keep in mind
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View and manage orders, get your Instore
barcode and find all the stores offering 
Afterpay.com

What is Afterpay? Afterpay allows you to shop for 
the things you love and pay over 
time.  Split your purchase across 4 
instalments,due every two weeks. 

All payments are interest-free and 
there are no additional costs, as long 
as you pay on time. 

So buying a $200 item will see you 
pay 4 x $50 every 2 weeks following 
purchase. All the while the item is at 
home with you!

Who are we? We are customer centric

Afterpay is a unique service which 
was founded to champion the 
customer’s best interests when it 
comes to making retail purchases. 

We are a budgeting tool

Splitting payments in to 4 instalments
You pay nothing extra when you pay 
on time*, according to your payment
schedule. It is easy to view orders and
payment schedules on afterpay.
com to manage all budgets. Manage 
your payments through the App or on 
afterpay.com

New way to shop

Afterpay is a lifestyle product which
makes shopping more convenient.
Enabling you to get the things you want
when you want them, while managing
payments over time. 

We encourage responsible spending

We send payment reminders - 
communicating via SMS and email 
prior to payments becoming due. 
Afterpay helps customers pay on time.
Afterpay benefits from customers 
paying off their orders in full and on 
time. Afterpay applies personal order 
and account limits they start low and 
increase as repayment history with 
Afterpay is positive.

Download the Afterpay App.

Increased 
basket value

Increased 
conversion

How does 
Afterpay work?

Shop now. Pay it in 4.

Always interest-free.

The results retailers see

Afterpay drives increased 
conversions, average order 
valuesand repeat purchases.

The new way to pay

Customer  
pays first 25% 

upfront

1
4

Afterpay retrieves 
funds from customers 
through an automated 

end-to-end process

2 3 4
4 4 4

No interest, 
establishment 

or monthly fees 
paid to Afterpay

NO 
FEES

Afterpay settles 
with merchants 

upfront (less 
Afterpay fee)

Customer 
purchases 

product

Customers 
receive their 

products  
immediately




