
Orders
When a customer places an order for your product(s)  you will be sent an email with the order de-
tails. Please ensure you check your emails daily (including your junk mail) for order notifi cations. 
The order details will be included in the email.

Important notice regarding GDPR
The order details provided to you are strictly for the use of processing and dispatching 
orders. The  GDPR (General Data Protection Regulation) taking effect from May 2018 
stipulate that a customer must have consented to use of their data and be made aware 
of what their data will be used for. If we become aware of any customer data being used 
for any other purpose other than processing and dispatching an order your store will be 
closed immediately. This includes the use of customer data for email marketing purposes 
or sending of marketing literature (including brochures).

All brands will be required to ship orders with 3 business days from the order being placed. A 
“business day” is Monday - Friday. Where a brand does not ship an order within 3 business days 
(or does ship the order but doesn’t mark the order as shipped), we will cancel the order, refund 
the customer but will charge our commission on the order. 

Log in to your vendor account and click on orders 1 from the left bar

Orders & Returns
Processing orders and returns
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From the orders screen you can see the status of all your orders.
To update an order status when you ship, refund or cancel an order click on the order number 2

To change the order status select ‘Edit’ 3 under ‘General Details’. Select your option from the drop 
down box and click on the green ‘Update’ button

IMPORTANT***When dispatching an order please ensure you enclose details of how to return 
a product to your store, a sample returns form can be found here: https://thetallcollective.com/
returns-form/    Please ensure you include a return address. All orders should include your own 
invoice with a tax breakdown where applicable. It is your responsabiltiy to ensure you provide the 
correct tax documentaion with each order. ***
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To add the tracking details scroll to the bottom of the order and click on the ‘Tracking Number’ 4 
button.

If a customer returns a product to your store you will need to update the order - this will notify us 
that you have received the return and the customer can be refunded. In some circumstances you 
may wish to provide an exchange instead of a refund for example if the product was faulty or if 
the exchange is for an item of the same value. In these instances you will need to provide free 
shipping to the customer.

Log in to your vendor account and click on orders from the left bar. Select the order you wish to 
update by clicking on the order number. Scroll down to the ‘Request Refund’ button 5:

RETURNS
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First enter the quantity returned 1. When complete scroll down to the ‘Submit Refund Request’ 
button 2.  The request will be sent through to The Tall Collective.  If the customer requires a 
shipping refund you can also enter the amount here.

The refund request will be submitted and once approved you will receive an email notifi cation. 
Once you have this email you can update the order status to ‘refunded’ - go to the top of the 
order and change the order status under ‘General Details’ to ‘refunded’ 3. and click update.  The 
customer will then be notifi ed of the refund.
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