
RCCG Canada 
Parish Administration & 

Directory (CPAD)

User Quick Start Guide



On your browser, go to:
cpad.rccgcanada.net

Getting to the portal



Enter your 
parish Login ID 
and Password

Signing In



The CPAD Dashboard



Updating your Parish Information

Click on the profile icon and select Profile



Updating your Parish Information



Financial Reporting



The Remittance Dashboard



Entering a Financial Report

2. Enter tithe and offering amounts

1. Click on Month/Year and select your 
reporting month 

3. If applicable, select a Levy type 
and enter amount

4. If applicable, select Deduction 
type and enter amount

*Note: Your entries are automatically saved



Making a Payment

Click on the payment button to bring 
up the payment box



Making a Payment (cont.)

Select preferred payment method

Select the payment type



Payment 
Statistics

A summary of your 
payment status is 
shown in the right 
pane



Correcting 
payment entry 
mistakes
If you entered remittance 
figures in the wrong month

1. Click on the Move 
Remittance button



Correcting 
payment entry 
mistakes (cont.)
2. Select the month you want to 
move the entries to



Correcting 
payment entry 
mistakes (cont.)
3. Click on Remittance and 
select either to 
- Override remittance. This 

will replace the contents in 
the target month

- Merge remittance. This will 
merge the figures from the 
source month with the 
existing ones in the target 
month

- Clink on Done to complete 
the move



Progress Report



Click on the 
Progress Tab to 

open the 
reporting section

Progress Report



Progress 
Report
• Enter statistics for the month



Progress 
Report
• Click on the + button to 

launch the Progress Report 
entry box



Progress 
Report
• Select the reporting week



Progress 
Report
• Click on Service and pick an 

event



Progress 
Report
• Complete all the relevant 

details 

• Click on Add Report



Progress 
Report
• Click on the + button to add 

multiple entries

• Remember to click save when 
done



Correcting a 
Progress Report 
entry mistakes
• In the event that you entered 

report content in the wrong 
month, you can move all the 
entries to another month…

• Click on the Move Progress 
button



Correcting a Progress 
Report entry mistakes 
(cont.)

• Select the month you wish to 
move the report to

• Click on Progress and select 
either to 

- Override. This will replace the 
contents in the target month

- Merge. This will merge the 
stats from the source month 
with the existing ones in the 
target month

- Clink on Done to complete 
the move



Reports



Reports

Click on the Reports menu item to expand on the menu list and select a 
report view



Reports

Use the buttons to either export the report in an Excel sheet or send to 
a printer



Password Reset



Forgot your 
password?
• Click on the Forgot Password 

link on the sign in page



Password Reset

• Enter your registered parish 
email address and click 
submit.

• This will send a password
reset message to your email 
address.



Password Reset
Click on the Reset Password button in 
the email you receive to complete the 
password reset. 



Contact Admin



To Contact a 
CPAD Admin
• Click on the Contact Us menu 

item to bring up the contact 
form

• Enter your message

• Click submit



notes for…

Zonal Coordinators, Provincial
& Regional Pastors



Dual Personality 
Profiles

• You can switch between the 
Parish Pastor Profile to the 
Zonal, Provincial or Regional 
Profile by clicking on the User 
section on the top right

• Select Switch to… to toggle 
between the profiles that you 
are provisioned for



Elevated 
Profile View



Elevated 
Profile View



Other Notables

• Ordination Initiation. When a Provincial Pastor initiates ordination 
nomination it bypasses the parish and zonal approval steps.



Ordination 
Management



Ordination Management
• Click on the Manage Ordination item in the 

Menu List to expand the ordination menu 
options



Initiating a New 
Ordination

• Click on the Initiate 
Ordinations Process menu 
item to bring up the initiation 
form



Initiating a New 
Ordination

• Fill in the nominee details 
and submit



Ordination 
Nominee

• The nominee will receive an 
email notification with a link 
to set up an online account 
on the RCCG CPAD portal.



Ordination 
Nominee
• The nominee will login to the 

portal with the given 
credentials



Ordination 
Nominee

• The nominee will be required 
to update their credentials



Ordination 
Nominee
• The nominee can complete 

their requirements by filling 
the ordination form through 
5 steps.



Managing Ordination Applications
From the parish CPAD dashboard, Click on Ordinations to display the list of nominee applications 

You can view or edit the application form



Managing 
Ordination 
Applications
• From the view section, the pastor 

can Approve or Disapprove the 
application after review

• An Approve automatically moves 
the application up to the next 
approval level. E.g. from Parish 
Pastor to the Zonal Coordinator.

• The applicant will be notified 
whenever a decision is completed. 
The applicant is able to return to 
their online account at any time to 
make changes as required. 



Ordination 
Resources
• The Ordination Resources 

section is a document 
management system where 
you will find documents that 
may be posted by the Central 
Office for you.



Questions, Comments?

Contact the RCCG Canada Central Office 

admin@rccgcanada.org Phone: 905-790-7111


