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Dashboard Overview 
The Dashboard page provides a comprehensive overview of your transaction activities. This section 

helps you monitor your payment gateway's performance with visual data representation and 

transaction breakdowns. 

Filters: 

At the top of the page, you can filter the data by time periods: 

• Today 

• Yesterday 

• Month 

• Year 

Selecting these filters will refresh the dashboard to display data specific to the chosen time frame. 

Transaction Graphs: 

Below the key metrics, the dashboard provides two interactive graphs: 

1. Transactions by Month: 

o Line (All Transactions) – The red line graph includes all attempted transactions 

(both successful and failed). 

o This graph allows you to toggle between "Count" and "Amount" to view the total 

number of transactions or the total monetary value. 

2. Transaction Payment Channels: 

o This graph breaks down the transactions by the payment channels used (e.g., 

Ooredoo, NAPS, Credit Card, PayPal, etc.). 

o You can see the successful and failed transaction amounts for each payment 

method. 

Additional Features: 

• Hover Details: Hovering over any data point on the graph provides additional information 

about that specific month's transaction data. 



 

 

 

  



Payment Gateway 
 

Configure API 
 

This section will show the user details related to the Secret key. The secret key will be required for 

API integration and can be copied from here 

 

 

Notifications 
 

This section will allow the user to add emails for notifications such as Transaction Alert, Settlement 

Alerts, Dispute Alerts and so on 

 

Advanced Settings 
 

This section will allow the user to enable and disable payment options for the customers 



 

 

Manage Users 
 

1. Overview 
The Manage Users section allows merchants to create, manage, and configure subusers within the 

system. This feature enables merchants to assign specific access permissions to subusers based on 

their roles and responsibilities. Merchants can also perform various administrative actions such as 

editing, deactivating, resending activation emails, and resetting passwords. 

 

2. Creating Subusers 

2.1. Default Page Access 
When creating a subuser, the Dashboard is the default page that all subusers have access to. 

Additionally, merchants can assign access to specific sections based on their roles. The available 

pages for granting access are: 

• System 

• Online Financial 

• POS Financial 

• Product 



 

 

  



 

3. Managing Subusers 

3.1. Edit Subuser 
Merchants can update the information or permissions for a subuser at any time. 

 

Edit Button: Select the subuser from the list and click the Edit button to modify the user’s details, 

including the pages they can access. 

3.2. Deactivate Subuser 
If the merchant no longer wants a subuser to have access, they can deactivate their account. 

 

Deactivate Button: Clicking the Deactivate button will revoke the subuser's access to the system 

until reactivated. 

3.3. Resend Activation Email 
If a subuser has not activated their account, the merchant can resend the activation email to 

complete the setup. 

 

Resend Activation Email Button: Select the subuser and click the Resend Activation Email button to 

trigger the activation email. 

3.4. Reset Subuser Password 
If a subuser has forgotten their password, the merchant can reset it for them. 

 

Reset Password Button: Clicking the Reset Password button will send a password reset email to the 

subuser, allowing them to create a new password. 

4. Subuser Management Table 
The Subuser Management Table lists all existing subusers and displays important information such 

as their status, assigned permissions, and options for managing them. Merchants can easily 

identify active or inactive subusers and perform actions like editing or deactivating from this table. 

 

  



My Account 
 

1. Overview 
The My Account section allows merchants to view and update their personal and business 

information. This section is essential for maintaining up-to-date records and ensuring the 

merchant's profile reflects accurate details. Additionally, it provides options to upload important 

documentation and manage banking details. 

 

2. Business Information 
Merchants can update the following business and personal details within this section: 

• Business Name: The official name of the business as registered. 

• Email: The contact email for the business or account, used for communication and 

notifications. 

• Mobile Number: The primary contact phone number. 

• Address: The physical address of the business or office location. 

• Trading Name: The name under which the business operates publicly, if different from the 

official business name. 

• Member Code: A unique code associated with the merchant's membership or account. 

• CR Number: The Commercial Registration number of the business. 

• Computer Card Number: A unique identification number linked to the business's official 

records. 



• Contract Number: The number associated with the business's contract or agreement. 

• Logo: The business logo which can be uploaded to represent the business within the 

system. 

 

3. Uploaded Documentation 
This section also provides links where merchants can view the currently uploaded documents, 

including: 

• CR File: A document that proves the business’s Commercial Registration. 

• Computer Card File: A file representing the business’s Computer Card. 

• ID Card File: The identity card document for the business owner or representative. 

• Trade Licence: The official trade license file. 

• Kahramaa Bill File: A file of the Kahramaa (electricity and water) bill for proof of business 

address or utility details. 

Merchants can click on the provided links to view these files and ensure the documents on record 

are correct and up-to-date. 

 

 

4. Bank Details 

4.1. Bank Details Tab 
In addition to the main Business Information tab, the My Account section includes a Bank Details 

tab where merchants can provide or update their banking information. 

4.2. Bank Details Upload 
Merchants can upload their bank details in this section, which is necessary for verification and 

processing payments. Ensuring accurate bank information is important for receiving settlements 

and handling transactions securely. 

• Upload Bank Details: A button allows merchants to upload bank-related documents, such 

as bank account verification forms or letters from the bank, for approval. 

 



 

 
  



Payments 
 

The Payments Page allows users to view, manage, and dispute transactions. This feature is 

essential for keeping track of payment statuses, managing transaction details, and raising disputes 

if any issues arise. Users can also filter through past transactions, making the process of finding 

specific entries quick and easy. 

 

1. Navigating the Transactions Page 
The Transactions Page is divided into two main sections: 

1.1 Filters & Search Bar 
At the top of the page, there is a Filters & Search Bar section to help you find specific transactions. 

• Client Reference: Enter the reference number to search for a particular transaction. 

• PUN: Enter the Payment Unique Number for filtering specific payments. 

• Date Range: Specify the date range using the From Date and To Date fields. 

• Payment Status: Select a payment status from the dropdown list to filter transactions 

based on their current state (e.g., Successful, Failed). 

• Payment Method: Choose the payment method (e.g., Credit Card) to narrow down 

transactions. 

• Search Button: After setting the filters, click the Search button to update the list of 

transactions. 



1.2 Transactions Table 
Below the search bar is the Transactions Table, where all transactions are listed. 

• Client Reference: A unique reference number for the transaction. 

• Transaction Date: The date and time the transaction took place. 

• Amount: The transaction amount in QAR. 

• Bank PUN: The Payment Unique Number assigned by the bank. 

• Payment Method: The payment method used for the transaction (e.g., Credit Card). 

• Status: The status of the transaction (SuccessfWul, Failed). 

• Description: Additional information about the transaction. 

• Mobile: Contact details related to the transaction. 

• Options: Provides two options—viewing the transaction details and creating a dispute. 

2. Viewing Transaction Details 
To view the details of a transaction: 

1. Locate the transaction you wish to view in the Transactions Table. 

2. In the Options column, click the eye icon (👁) to open a detailed view of the transaction. 

3. This will allow you to see all the relevant transaction details, including the bank PUN, 

amount, status, and more. 

3. Creating a Dispute for a Transaction 
If you need to raise a dispute for a specific transaction: 

1. In the Options column, click the dispute icon (        ) next to the transaction. 

2. A Dispute Details form will pop up (as shown in image 2). Here, the following fields will be 

auto-populated based on the selected transaction: 

o Transaction Date 

o Amount 

o Client Reference 

o PUN 

o Status 

3. Select the Dispute Reason from the dropdown menu (Selecting refund will allow you to 

raise a partial refund as well) 



4. In the Description field, provide a detailed explanation of why you're disputing the 

transaction. 

5. Once completed, click the Create button to submit the dispute. If you want to cancel, click 

Cancel. 

 

  



Disputes 
 

The disputes section will show the user a list of all the disputes raised and their status. 

You can also view the transaction and cancel the dispute 

 

 

Refunds 
 

The refunds section will have a list of all the refunds that were successfully refunded to the 

customer’s bank account 

 



 

Settlement 
 

1. The list of payouts will be displayed with the following columns: 

o Payout Number: Unique identifier for each payout. 

o Payout Amount: The amount being settled. 

o Payout Date: Date and time of the payout. 

o Customer: The associated customer. 

o Payout Type: The payout frequency (e.g., Monthly or Weekly). 

o Status: The current status (e.g., Paid or Created). 

o Merchant Verified: Status of merchant verification. 

o Options: Dropdown for further actions. 

Actions Dropdown 

Clicking on the Options dropdown provides the following actions: 

• View: View the payout details, including individual transaction details. This opens a pop-up 

with the following features: 

o View a list of all transactions included in the payout (Reference Number, 

Transaction Date, Amount, Fees, etc.). 

o Download Excel: Download a report of the transactions in an Excel format. 

o Verify: Verify the payout by entering the OTP sent to the registered email. 

• Resend OTP: If the OTP has expired or was not received, click this option to resend the OTP 

to the registered email. 

• Merchant Statement: View the merchant statement, which includes the total payout 

amount and deductions such as transaction fees. 



 

 



 

 

Reports 
 

1. Overview 
The Reports Section allows merchants to generate and download reports based on their 

transaction history, disputes, refunds, and payouts. Merchants can customize the time range for 

the report and select specific report types for accurate and organized data retrieval. The generated 

reports are downloadable in Excel format, and merchants can view their recent downloads in the 

Download History table. 



 

2. Generating a Report 

2.1. Date Selection 
Merchants can choose the time range for the report by selecting the From Date and To Date. 

• From Date Field: Select the start date for the report data. 

• To Date Field: Select the end date for the report data. 

Ensure the selected date range covers the period for which you wish to retrieve the report. 

2.2. Report Type Selection 
Merchants can choose the type of report they wish to generate from the available options. 

• Report Type Dropdown: Select from the following report types: 

o Transaction: Provides details on all transactions processed within the selected date 

range. 

o Dispute: Retrieves data about any disputes raised during the selected time frame. 

o Refund: Displays all refund activities that occurred within the selected period. 

o Payout: Shows payout details for completed transactions. 

2.3. Generating the Report 
Once the date range and report type are selected, merchants can generate the report. 

• Generate Button: Click this button to start generating the report. The report will be 

processed and added to the Download History table. 

3. Viewing and Downloading Reports 
After generating a report, merchants can view it in the Download History section. This section lists 

all the previously generated reports and allows merchants to download them in Excel format. 



3.1. Download History Table 

The Download History Table provides information on all generated reports, including the most 

recent ones, and allows the merchant to download the Excel file. 

• Recent Reports on Top: The most recent report will always appear at the top of the table. 

• Download URL Column: Merchants can download the report by clicking the Download 

URL link in the corresponding row. 

3.2. Downloading a Report 
• Download Button: Click on the download link under the Download URL column to 

download the generated report in Excel format. 

 

POS Payments 
 

The POS payments page is like the Payments Financial page, but the difference is that these 

transactions reflect for the POS machines only. The user has the option to raise a dispute for the 

POS transaction 



 



 

 

POS Disputes 
The disputes section will show the user a list of all the disputes raised and their status. 

You can also view the transaction and cancel the dispute 



 

POS Refunds 
The refunds section will have a list of all the refunds that were successfully refunded to the 

customer’s bank account 

 

 

POS Settlement 
 

2. The list of payouts will be displayed with the following columns: 

o Payout Number: Unique identifier for each payout. 

o Payout Amount: The amount being settled. 



o Payout Date: Date and time of the payout. 

o Customer: The associated customer. 

o Payout Type: The payout frequency (e.g., Monthly or Weekly). 

o Status: The current status (e.g., Paid or Created). 

o Merchant Verified: Status of merchant verification. 

o Options: Dropdown for further actions. 

Actions Dropdown 

Clicking on the Options dropdown provides the following actions: 

• View: View the payout details, including individual transaction details. This opens a pop-up 

with the following features: 

o View a list of all transactions included in the payout (Reference Number, 

Transaction Date, Amount, Fees, etc.). 

o Download Excel: Download a report of the transactions in an Excel format. 

o Verify: Verify the payout by entering the OTP sent to the registered email. 

• Resend OTP: If the OTP has expired or was not received, click this option to resend the OTP 

to the registered email. 

• Merchant Statement: View the merchant statement, which includes the total payout 

amount and deductions such as transaction fees. 

 



 

 



POS Terminals 
 

The POS terminals has a list of all the POS devices available. 

There is an option to update the terminal’s branch name using the update button under the 

options column 

 

 

 

 

POS Reports 
 



1. Overview 
The Reports Section allows merchants to generate and download reports based on their 

transaction history, disputes, refunds, and payouts. Merchants can customize the time range for 

the report and select specific report types for accurate and organized data retrieval. The generated 

reports are downloadable in Excel format, and merchants can view their recent downloads in the 

Download History table. 

 

2. Generating a Report 

2.1. Date Selection 
Merchants can choose the time range for the report by selecting the From Date and To Date. 

• From Date Field: Select the start date for the report data. 

• To Date Field: Select the end date for the report data. 

Ensure the selected date range covers the period for which you wish to retrieve the report. 

2.2. Report Type Selection 
Merchants can choose the type of report they wish to generate from the available options. 

• Report Type Dropdown: Select from the following report types: 

o Transaction: Provides details on all transactions processed within the selected date 

range. 

o Dispute: Retrieves data about any disputes raised during the selected time frame. 

o Refund: Displays all refund activities that occurred within the selected period. 

o Payout: Shows payout details for completed transactions. 



2.3. Generating the Report 
Once the date range and report type are selected, merchants can generate the report. 

• Generate Button: Click this button to start generating the report. The report will be 

processed and added to the Download History table. 

3. Viewing and Downloading Reports 
After generating a report, merchants can view it in the Download History section. This section lists 

all the previously generated reports and allows merchants to download them in Excel format. 

3.1. Download History Table 

The Download History Table provides information on all generated reports, including the most 

recent ones, and allows the merchant to download the Excel file. 

• Recent Reports on Top: The most recent report will always appear at the top of the table. 

• Download URL Column: Merchants can download the report by clicking the Download 

URL link in the corresponding row. 

3.2. Downloading a Report 
• Download Button: Click on the download link under the Download URL column to 

download the generated report in Excel format. 

 

  



Invoice Express 
 

1. Overview 
The Invoice Management Page is a comprehensive dashboard where merchants can create, edit, 

and manage invoices. This page is divided into several tabs for easy navigation and functionality. 

The interface includes the following sections: 

• Invoices List: Displays all created invoices. 

• Recurring Invoices: Manage recurring invoices. 

• Invoice Drafts: Save incomplete invoices for later. 

• Contacts: Store and manage customer details for faster invoice creation. 

 

2. Invoice List Page 

2.1. Header Section 
• Created Invoices: Total number of invoices created (e.g., 1202). 

• Paid Invoices: Total number of paid invoices (e.g., 19). 

• Pending Invoices: Total number of pending invoices (e.g., 1138). 

• Total Invoice Amount: Displays the total amount for all created, paid, and pending 

invoices. 

• Create Invoice Button: Clicking this button will open a form to create a new invoice (as 

shown in the second image). 



 

2.2. Invoice Table 
The table displays a list of all created invoices with the following columns: 

• Invoice Number: Unique identifier for the invoice. 

• Invoice Total: Total amount for the invoice. 

• Invoice Amount: Amount due for the invoice. 

• PUN: Status code for the invoice. 

• Invoice Date: Date the invoice was generated. 

• Customer: Name of the customer billed in the invoice. 

• Status: Shows whether the invoice is "Pending", "Failed", or "Paid". 



• Options: Provides options to view and delete invoices. 

2.3. Search Functionality 
Merchants can search for invoices using the search bar to filter results based on invoice number, 

customer name, or other fields. 

3. Creating a New Invoice 
When merchants click the Create Invoice button, a modal form opens (as seen in the second 

image) to create a new invoice. 

3.1. Invoice Form Fields: 
• Invoice Number: Automatically generated or can be manually set. 

• Invoice Date & Due Date: Date the invoice is created and when the payment is due. 

• Recurring Invoice Toggle: If enabled, this creates a recurring invoice. 

• Bill To: Dropdown menu to select a contact for billing. The contact's email and phone 

number fields are auto-filled based on the selected contact. 

• Invoice Description: Description of the items or services being invoiced. 

• Item Description: Description of each item or service. 

• Unit Price: Price per item. 

• Qty: Quantity of the item. 

• Amount: Total amount for each item, calculated automatically. 

3.2. Additional Fields: 
• Notes: Optional notes for the customer. 

• Discount: Any applicable discount on the invoice. 

• Service Charges: Additional service fees, if applicable. 

• Tax Charges: Tax applied to the invoice. 

• Online Fee: Any additional online transaction fees. 

• Send Me a Copy: Toggle to send a copy of the invoice to the merchant's email. 

3.3. Actions: 
• Cancel: Closes the form without saving. 

• Save as Draft: Saves the invoice as a draft to be completed later. 

• Add Invoice: Completes the invoice and adds it to the list. 



 

4. Recurring Invoices 
In the Recurring Invoices tab, merchants can view and manage recurring invoices: 

• Edit Date: Update the recurrence dates. 

• Deactivate: Stop the recurrence of the invoice. 

 

5. Draft Invoices 
Merchants can save invoices as drafts and return to them later for completion. The drafts can be 

accessed via the Invoice Drafts tab, where they can be edited or deleted. 

 



6. Managing Contacts 
The Contacts tab allows merchants to add and manage customer details. Adding a contact will 

automatically fill in details (email, mobile number) during the invoice creation process. 

 

 
  



Proptech 
 

This section will allow the user to create services for their customers. These services can be of any 

kind such as Electricity Billing, Rental Payments and so on. It will be up to the merchant to decide 

the key features of their services here 

 

Proptech Invoice list 
 

The proptech invoice listing works similar to the Express Invoice service. This allows the merchant 

to generate an invoice for their customer based on the services provided 

 



 

Proptech Recurring Invoice 
 

Just like the normal recurring invoices, the merchant has the ability to schedule an invoice based 

on their customer’s needs 



 

Proptech Tenants 
 

Tenants work similar to contacts, they have information related to their address, name, email and 

mobile number and are used to create invoices for them 

 



 

Proptech Service Charges 
These services charges are for the merchant to decide for their consumer base. At a time only 1 

service charge can be active. This value is percentage based 



 

 

Orderaty 
 

Orderaty allows the merchant to create their own store with it’s specific product list and will allow 

their customers to create a cart order 

 

Orderaty Products 
 



The product page will allow the merchant to add items to their store and will also show the list of 

the current products available 

 

 

 



Orderaty Orders 
 

This page allows the merchant to see the orders created by their customers from their custom 

store page 

 

The merchant can  

• Edit the order 

• Get the order page link 

• Send the order link to the customer’s email 

• Activate and Cancel order 

 

 

Orderaty Store 
 

This section will allow the merchant to view and create their own stores 



 

The options dropdown gives the merchant the ability to 

• Edit Store 

• Share store link 

• Deactivate store 

• Assign store to a subuser 

 

  



Password Reset via Tech Support 
 

If merchants forget their password or lose access to their account, they can contact Tech Support 

to request a password reset. Tech Support will send a new password to the registered email on file. 

Steps to Request a Password Reset: 

1. Contact Tech Support: 

o Reach out to the company's technical support team via the official support 

channels (e.g., phone, email, or live chat). 

o Provide necessary details like the registered business name, email, or other 

account identifiers to verify identity. 

2. Request a Password Reset: 

o Clearly state the need for a password reset, and the support team will initiate the 

process. 

o The new password will be securely generated and sent to the registered email 

address associated with the merchant's account. 

3. Receive and Use New Password: 

o Once the new password is received in the email, use it to log in to the merchant 

account. 

o After logging in, it’s highly recommended to change the password immediately to 

something memorable and secure (by following the steps outlined earlier under 

"Changing the Password"). 
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