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1. Access 
Open a browser on desktop or mobile device, go to Pay by Link URL 
https://invoice.citconpay.com/login and enter username and 
password provided by Planet Merchant Support. 

From this screen, you also have the possibility to click on Forgot your 
password? if you need to reset your password. An email will be sent 
to you with instructions to complete password reset. 

After logging into Pay by Link, the home screen will be displayed, which 
is divided in two separate sections, as described below. 

 

 

  

Section to 
create a new 
transaction 

Section to look 
up previously 
created 
transactions 
and their 
current status  

https://invoice.citconpay.com/login
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2. Browse transactions history 

 

 

 

 

 
 

 Link ID Represents the identifier for the payment request. When you contact Planet to 
get support on a Pay by Link, please refer to this ID. 

 Creation time Date and time you have created the request. 
 Transaction time  Date and time the payment is completed successfully. 
 Amount Transaction amount in Euro and in decimals. 
 Reference  The reference you’ve entered when creating the request. 
 Type Current status of transaction: 

• unpaid, if the payment has not been completed yet by the customer 
• charge, if the payment has been successfully completed by the customer 

Please note. You could find several rows referring to the same order, depending 
on payment methods that user attempted to use. To consider a payment 
successful, you need to have at least one row in “charge” status. For further 
information and samples, refer to question no. 1 in FAQ section. 

 Method  Method that has been used by customer to complete the payment: 

 WeChat Pay   Alipay 
 

 Note Memo field – currently not used. 
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You can search request by creation time, 
transaction time and amount 

You can also search by reference, 
type (charge and unpaid) and 
method (WeChatPay, Alipay) in search field 
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3. Create a transaction 
To create a request for payment, fill in the Create a Transaction form displayed right after logging in. 

 Amount (EUR) – the amount to be paid by 
customer, in Euro and in decimal form 
using the point (period) as decimal 
separator, for example: 10.00 or 199.99. 

 
 

 

Reference (optional, max 32 characters) – 
this is your internal tracking id of the 
order/transaction. Usually, it’s your order 
number, case number, etc. This field 
should be unique across all your 
transactions. 

 

 

Once a transaction request for payment is created, a one-time link and QR code will be generated. 

 
The created link will be valid for customer to complete payment within 3 days. 

The link will lead customers to a check out page: 

  

1 

2 

Click to create a new transaction 3 
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4. Share the transaction link / QR code 

Share the link by email directly from the Pay by Link interface, customizing content and sender address. 

You can do it on:   
 

Desktop PC 
 

Mobile devices 

 
 
 
 
 
 
 
 

 

 

 

 

Share the link by email using an external email application such as Outlook or Gmail. 

You can do it on:   
 

Desktop PC 
 

Mobile devices 
screens below refer to Android and iOS experience 

 

 

 

 

a 

Insert customer’s email 
address 

Your name and email 
address can be 
customized 

A standard message will 
be prepopulated by 
default, but if needed it 
can be customized  

Sample email received by customer 

b 
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 Create transaction from a smartphone and share QR code with a messaging application. 

You can do it on:   
 

Mobile devices   

 

 

 

 
  

Take a photo or a screenshot of QR code, 
share it on your phone by SMS, WhatsApp, 
Messenger, WeChat, etc.  
 

You can do it on:   

 
Mobile devices 

 

 

  

d 

c 
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5. Refund a transaction 
In case you need to refund totally or partially a transaction that have already been paid, you can proceed using 
Planet Pay Dashboard website, available at https://dashboard2.citconpay.com. 
For further instruction related to refund process, please refer to Planet Pay Dashboard User Guide. 
 

6. FAQ – Frequently Asked Questions 

1. Why I find multiple lines for the same payment link? 
In case that the user attempts to complete a payment with one method and then change his mind and 
completes the payment with another method, the transaction history will show two different records. 
You can identify that both the lines belong to the same payment link by checking their Link ID, that will 
be identical. In this case, only one of the two records will be in “charge” status and it’s the one that 
represented the successfully completed payment, while the other entry line remains in “unpaid” status 
and represents the failed attempt. 

 

2. My customer reports that the error message “Please contact the merchant to request a new payment 
session” is being displayed after clicking on payment link or scanning the QR Code. 
When this message is displayed, you will just need to generate a new payment link and share it with the 
customer again, as the original one is expired. When a payment link is created, it is valid for 3 days and 
then expires, returning the error reported above in case a payment is subsequently attempted. 

3. My customer reports that the error message “This transaction has been closed” is being displayed after 
clicking on payment link or scanning the QR Code. 
When this message is displayed, there are two possibilities: 
• a successful payment has already been registered for the payment link or 
• the payment link was deleted before a successful payment was actually processed 

Please double check in your transactions history that: 
• you have one line in “charge” status, confirming that the payment has been already completed or 
• the link ID provided by the customer still exists in your history. 

4. I’ve completed a refund using Planet Pay Dashboard but checking on Pay by Link transactions history 
the status still appears to be “charge”. 
Please note that transaction status is not updated back in Pay by Link transactions history, so to 
understand if a transaction has been refunded or not you have to refer to Planet Pay Dashboard only and 
check that you can find a transaction with type “refund_dashboard“ with the amount of refund. 

5. While creating a new transaction, I get the error message “Please enter a valid amount in X.XX format”. 
Please double check that the amount has been entered with the point (period) as decimal separator 
(example: 1000.99), as the application only allows this format. In some regions, the comma is used by 
default depending on operating system’s regional settings and this could cause the error. 
 

https://dashboard2.citconpay.com/
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6. My customer is claiming he did not receive the email, how can I resend the link or the email? 
The current interface does not allow to resend an email or a link. However, you can achieve this in one of 
the following ways: 
• delete the old transaction and create a new one: this is the simplest and recommended option; 
• or, follow these instructions: 

• copy the link ID of the relevant transaction 
• add it to the end of the following URL (replacing xxxxx): 

https://invoice.citconpay.com/invoice/landing?q=xxxxx 
so, for example, if you link ID is 7755c4f542e0f5f9dc5c3e0cd, you will get: 
https://invoice.citconpay.com/invoice/landing?q=7755c4f542e0f5f9dc5c3e0cd 

• email this URL using an external mail client 
 

7. How do I come back to the transaction main menu (transaction history) after creating a transaction? 
Currently, the interface does not have a link that takes you back to the main menu. We recommend 
bookmarking the main menu link (https://invoice.citconpay.com/invoice/index) and clicking on the 
bookmark to return to the main menu. 
 

8. How do I “reset” the “Create Transaction” menu after creating a transaction?  
Currently, the interface does not have an option to reset. You can still create a new transaction by 
entering the transaction amount and reference and then clicking on “New Transaction”. This will refresh 
the screen with the new link / QR code. 
 

9. Attempting to execute a refund on Planet Pay Dashboard, I get the error “Refund amount cannot be 
greater than today's overall payment amount”. 
This error is returned as the system allows to perform refund transactions for a total maximum amount 
equal to current day’s accumulated payments amounts, to avoid incurring in a daily negative balance. 
You can retry to perform again the refund transaction when the day’s balance is enough or get in touch 
with Planet Merchant support.  

https://invoice.citconpay.com/invoice/index
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Appendix: how customer completes the payment 
When customers scan QR code or click the link on a computer or a mobile device, they will be directed into 
check out page. The customer can then choose between WeChat Pay or Alipay. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
For each payment method, a “Show me how” button is available so that customer can obtain further instruction 
on what needs to be done on Alipay or WeChat app to complete the payment. 
 

 
Pay by Link recognizes if customer is using a mobile device. In case of Alipay, instead of showing the 
QR code to be scanned, the app will be opened directly; in case of WeChat Pay detailed instruction 
will be available pressing Show me how. 

 
Once the payment is approved, the customer will land on a success 
confirmation page. 
 
 
 
 
The status of this request for payment on the history table is updated to “charge” and next to this label you will 
be able to see with which method your customer paid. 

 


