
CCV UPGRADE
ADMIN APPLICATIONS REVIEW
INTEGRATED SERVICE



Following the upgrade of your benefits platform, there are a few changes to the Childcare Vouchers 
(CCV) employee benefit selection and admin validation process.

Employee benefit applications will now be on the upgraded Reward Gateway SmartPay platform, 
however, orders are still fulfilled via Edenred’s CCV platform. Employee benefit selections must 
now be reviewed within the upgraded platform by client admins.

What's different?

1. Simplified benefit selection for parents on the enhanced platform, more intuitive experience.

2. Client administrators can streamline their workflow with the bulk review feature, enabling them 

to approve, reject, or modify multiple applications in a single upload. 

3. Clear visibility into application status changes since the previous period allows for quick and 

easy identification of updates



Childcare Vouchers key stages and actions

Payroll Date Definition Timing Application 
Status

Client Admin 
Action Required

Approvals 
date

• End of employee selection period for that payroll 
period.

• System generates pending applications.
• Client admins receive an email notification advising to 

review pending applications.

On this 
date

Pending Review pending 
applications

Cut-off date • Final deadline to approve applications for inclusion in 
the payroll periods order.

• The system generates the benefit selection and CCV 
order report. 

• You must ensure that you have approved all the 
pending applications before this date to ensure that 
they are included in the CCV order file.

• Client Delivery will place your order as soon as the CCV 
order file is generated, and your invoice will be 
available the following day on the Edenred CCV portal.

Before 
this 
date

Pending 

→ 

Approved/ 
Rejected

Ensure all 
applications are 
approved or 
rejected before 
this date

• System processes approved or rejected applications 
and transitions them to the “Closed” application status.

• If approved, it remains closed until the next approval 
date when a new application is created using the 
previous application amount

On this 
date

Approved/ 
Rejected 

→

Closed

No action 
required – late 
approvals will 
apply to the next 
period

Pay days • Date vouchers are paid to employees.
• Please note we are in the process of amending the Pay 

Days date to show the date vouchers are due to be paid 
to employees.

On this 
date

No action 
required

Before 
Approvals 

Date

• Employees can create, amend applications, or stop 
contributions.

Before 
this 
date

No action 
required

Throughout the application selection and approval process there’s a few key Payroll Date stages to be aware of, please 

familiarise yourself with the below information and actions required by the client admins.



How to access pending applications after login

1. Click “Account” in the top right

2. Click “My Account”

3. Click “SmartPay” in the left hand

menu

4. Click “Administer”

5. Click “Applications”



Client pending application review process flow



View pending applications

For applications to be extracted from Reward Gateway -

SmartPay into the CCV order file, pending applications MUST BE 

APPROVED BY THE CLIENT BEFORE THE CUT-OFF DATE

To view pending applications, ensure the applications page is 

filtered by:

1. Application status = Pending

2. Product = Childcare Vouchers

3. Payroll Cycle

Important

1

2 3



Individual application review

1. Approve or reject individual applications 

from here, or select multiple in the tick 

box to approve or reject many at once 

from this page

2. Click “Manage Deductions” to change the 

amounts

3. “Application type” details if the 

application has changed cover, no 

change, a new joiner, or cancelled

1

2

3



Individual application review - APPROVE



Individual application review - REJECT



Amend application amount

The original application amount field is un-editable, however, you will be able to amend changes when you 

first click on the “Manage deductions” and then in the “Updated application amount” field and change the 

application amount: 



Bulk review – pending applications

Bulk Approval/Rejection: Applications can be processed in 

bulk through a file upload.

• Exporting: Click “Export Applications” to create a CSV file 

with the selected applications.

• File Upload Navigation: Click “Process applications via 

file upload” to reach the upload page.

1

2



Bulk review – CSV export file

1. Actions - “approve” or “reject” must be entered in the “Action” column upon file upload

2. Column “Application amount” shows the value prepopulated from the pending application

3. Enter a new value in the “Updated Application amount” column to update the application amount

4. “Application type” (change identifier) summarises the employees application changes

12 34



Bulk review – File upload

1. The upload description instructs 

how to approve/ reject applications

2. The prepopulated mandatory 

column headers must be included

1

2



Bulk review – Successful upload

When uploaded successfully, information is given on the changes and approvals made in this upload



Bulk review – Exceptions

1. Errors processing the file are 

detailed line by line

2. If you click on “Skip warnings and 

continue”, this will leave those 

applications in a pending status

1

2



Approved application handling

• On the cut-off date, approved or rejected applications are processed 

and transitioned to the closed application status.

• Client Delivery will receive the order file containing all approved 

applications and place this in the Edenred Childcare Vouchers 

platform.

• To generate a report detailing all CCV orders for a payroll period, go 

to the SmartPay applications dashboard. Set the "From" and "To" 

dates in the "Approved Date" filter to match the date range for which 

the orders were approved. Then, click "Export Applications" to 

generate a report containing the application details.
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