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Setting Up



Setting Up

At the browser search bar key in https://www.ccpayhq.com and enter ’Account Details’. 



Setting Up

The CCPay Merchant Portal supports the following browsers:

Google Chrome Safari Mozilla Firefox Microsoft Edge



Setting Up

The CCPay Merchant Portal landing page consist of 2 panes, the module pane on the left and result 
page on the right.



Dashboard

Click on ‘Dashboard’ to view all ‘Daily’, ‘Last 7 Days’, ‘Last 30 Days’, ‘YTD’ and ’Online’ transactions.
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Company Management Module

The Company Management Module allows user to manage the following:

Ø View company list.

Ø View and edit company details

Ø Export Excel



Company Management Module – Company List

To view all registered company, click on ‘Company List’. All listed company will appear on the right 
pane. 



Company Management Module – View/ Edit

To view/ edit selected company, click on    this icon and select ‘View/Edit’.



Company Management Module – View/ Edit

To edit, enter the necessary company details, click ‘Confirm’ to save information.



Company Management Module – Export Excel

To export company list, click ‘Export Excel’
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Store Management Module

The Store Management Module allows user to manage the following:

Ø View store list

Ø Add, view and edit store details

Ø Staff management 

Ø Audit log



Store Management Module - Store List

To access the “Store Management” module, select “Stores”. To sort the list in ascending or 
descending order, click icon next to the corresponding column.



Store Management Module - Store List

To access the store’s QR code or link, click on the         icon of the store.



Store Management Module - Add New Store

To add a new store, click ‘Add New Store’.



Store Management Module - Add New Store

Enter the store details, contact details and click ‘Confirm’.



Store Management Module - View / Edit Store

You can view or edit each of your stores by clicking on the ⋮ icon and select View/Edit



Store Management Module - View / Edit Store Details

The store page will appear with tabs: Store Details, Staff Management, Audit Log. Click on the 
relevant tab to view/edit the form under each tab.



Store Management Module - Staff Management

The Staff Management tab allows you to add staff to each store. The available roles are Store 
Manager, Assistant Manager, Cashier and Accountant. Click on ‘Add New Role’ to add a new role.



Store Management Module - Audit Log

The Audit Log tab displays all the actions performed and the respective accounts who did the actions.
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Product Management Module

The Product Management Module allows user to manage the following:

Ø View list of product categories and add new product category

Ø View list of products and add new products

Ø View product inventory



Product Management Module - Product Category

Product Category page allows you to view product categories. You can change the status by clicking 
on the ⋮ icon to make it active/inactive. To sort the list, click     icon next to the corresponding column.



Product Management Module - Add New Product Category

Click ‘Add New Category’ to add a new product category.



Product Management Module - Add Product Category

Fill up Category Name, Parent Category and click ‘Confirm’. The category will be added to the list on 
the right. 



Product Management Module - Products

The Products page allows you to view and manage products. Click on the ⋮ icon to view/edit/delete 
product, make it active/inactive. To sort the list, click     icon next to the corresponding column.



Product Management Module - Add New Product

Click ‘Add New Product’ to add a new product.



Product Management Module - Add New Product

Enter product details such as name, description and upload a product image. Click ‘Confirm’ to add 
the new product.



Product Management Module - Products

Click ‘Export Excel’ to export list of products.

Compan
y Name

Product 
ID

Product 
Name

Barcod
e

Categor
y

Descrip
tion Status Quantit

y Weight Price Discoun
t Price

Uploade
d On

CC 
Financia

l 
Services 
Pte Ltd

SP2108
041

BB Polo 
Tee

Tops Active 5 0.0 39.9-
39.9

2021-
08-04 

15:10:57

CC 
Financia

l 
Services 
Pte Ltd

SP2109
1311

Mango 
Dessert

Others Active 989 0.0 5.0
2021-
09-13 

15:20:40



Product Management Module - Add New Product

Enter product details such as name, description and upload a product image. Click ‘Confirm’ to add 
the new product.



Product Management Module – Product Inventory

The Product Inventory page shows the product inventory for the company and all stores. Click on 
‘Export Excel’ to export the records. 

Creation Time Product No Product 
Name Variation Total 

Quantity
Available 
Quantity

2021-09-13 15:53:20 SP21091311 Mango 
Dessert 999 989
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Order Management Module

• The Order Management function allows user to manage the following:

Ø All orders, Online and Offline orders

Ø View orders

Ø Export Excel file



Order Management Module – All Orders

• “Order Management” module allows you view “All Orders”. It consist of both online and offline orders. To 
view orders in detail click on this ⋮ icon.



Order Management Module – Offline Orders

• Click “Offline Orders” to display all in-store payments only.



Order Management Module – Online Orders

• Click “Online Orders” to display Online Store payments only.



Order Management Module – View Orders

• To view orders in detail click on this ⋮ icon and  select “view”



Order Management Module – Export Excel

• To export order report, click “Export Excel”
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Voucher Management Module

The Voucher Management function allows user to manage the following:

Ø Voucher list (View/ Edit)

Ø Redemption record

Ø Duplicate voucher 

Ø Delete voucher

Ø Add voucher

Ø Usage records

Ø Export Excel



Voucher Management Module – Voucher List

Voucher Management Module allow user to view all created created vouchers. Click on ”Voucher List”.



Voucher Management Module – View/ Edit Voucher List

To view and edit ”Voucher List” details click on this ⋮ icon and select “View/ Edit”



Voucher Management Module – View/ Edit Voucher List

To edit voucher details, enter the relevant details and click “Confirm”



Voucher Management Module – Voucher List Redemption Record

• To view voucher “Redemption Record”, click on this ⋮ icon and select “Redemption Record”



Voucher Management Module – Voucher List Redemption Record

View “Redemption Record” page displays vouchers redeemed by customers, company, store name and time.



Voucher Management Module – Duplicate Voucher

To duplicate voucher, click on this ⋮ icon and select “Duplicate”



Voucher Management Module – Duplicate Voucher

Check the details of the “Duplicate Voucher and click confirm.



Voucher Management Module – Delete Voucher

To delete voucher, click on this ⋮ icon and select “Delete” and click “Confirm” on the on-screen message.



Voucher Management Module – Add Voucher

To add new voucher, click on “Add New Voucher”



Voucher Management Module – Add Voucher

• Enter relevant details on the ”Add New Voucher” page and click “Confirm”.



Voucher Management Module – Usage Records

“Usage Records” function allow user to track all vouchers that have been used by the issuer’s customers.



Voucher Management Module – Usage Records

• To access “Usage Records” click on         icon to view details.



Voucher Management Module – Export Excel (Voucher List)

To export “Voucher List” file, click “Export Excel”



Voucher Management Module – Export Excel (Usage Records)

To export “Usage Records” file, click “Export Excel”

Creation Time Voucher 
ID

Voucher 
Type

Minimu
m Spend

ing
Compan
y Name

Voucher
Amount Start Date End Date Descripti

on
Order 

No
Custome

r ID
Redeem

ed by
Collecte
d Form Used At

2021-09-14 14:08:29
8873388
8553995

4688
Price 

discount 5.0

CC 
Financial
Services 
Pte Ltd

$1.0 2021-09-01 2021-09-30
8876498
5263521

7920
Cus2108

203
9839902

5 CC Store CC Store
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Financial Management Module

The Financial Management Module allows user to manage the following:

Ø View summary financial report

Ø View store accounts

Ø View transaction report

Ø View settlement report



Financial Management Module - Summary

The Summary page shows the financial report on the Company basis. You can click ‘Export Excel’ to 
export the summary



Financial Module - Accounts

The Accounts page shows the financial report on the store basis. You can click ‘Export Excel’ to export 
the accounts



Financial Management Module - All Transactions

The All Transactions page shows the transaction report. You can click ‘Export Excel’ to export the 
transactions



Financial Management Module - Settlement Report

The Settlement Report page shows you the daily settlement report. Click on Settlement Report 
dropdown and select Monthly Settlement Report to view the monthly settlement report.



Financial Management Module - Monthly Settlement Report

The Monthly Settlement Report page shows you the monthly settlement report. Click on Monthly 
Settlement Report dropdown and select Settlement Report to view the daily settlement report.
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Advertisement Module

The Advertisement Module allows user to manage the following:

Ø View current advertisement banners

Ø Add, view and edit advertisement banners



Advertisement Module - Advertisement Banner

To access the Advertisement Module, click on ‘CC Pay App’ and select ‘Advertisement Banner’. To 
sort the list in ascending or descending order, click     icon next to the corresponding column.



Advertisement Module - Add New Advertisement

To add a new advertisement banner, click on ‘Add New Advertisement’.



Advertisement Module - Add New Advertisement

Enter the Advertisement Banner Name, Start Time, End time and upload an image and click ‘Confirm’. 
Newly added advertisement will appear on your online store.




