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Property Managers and Staff will be provided a RentPayment 
Account (Username & Password) from their Corporate 
Administrator allowing them to view resident transactions, run 
reporting for their community, manage email notifications from the 
RentPayment system and, depending on your account, process  
in-person payments in the office for application fees and security 
deposits.  
 
VISIT OUR SITE AT: WWW.RENTPAYMENT.COM  

RENTPAYMENT DASHBOARD  

www.rentpayment.com
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RENTPAYMENT HOME SCREEN  

Enter your Username & Password and click Pay Rent   1 
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RENTPAYMENT DASHBOARD 

After logging in, the RentPayment Dashboard screen will appear.  2
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MYRENTPAYMENT  

This is a self-help resource guide with Multiple Features & Tools to 
assist Property Management Staff to maximize the RentPayment 
service to your community.  
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MYRENTPAYMENT  

Links & Logos – allows you to create and download RentPayment 
property links for your community. Add link(s) to your Corporate or 
community website to direct residents to make a payment online. The 
Logo section allows you to upload your Company logo to your 
specific RentPayment login page to help your residents identify 
RentPayment as the payment processor used by their property.  
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MYRENTPAYMENT  

Marketing – provides complete access to RentPayment marketing 
collateral, how-to guides, case studies and an electronic request form 
to order additional marketing supplies for your community.  
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MYRENTPAYMENT  

Training & Tutorials – includes user guides, best practices, integration 
support, and a glossary of important terms relating to the electronic 
payment industry.  
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MYRENTPAYMENT  

Support Tab – Here you can find answers to Frequently Asked 
Questions and contact our customer service team.  
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MYRENTPAYMENT  

Downloads & Drivers – for accounts that have signed-up  
for check scanning.  
 
Updating Property Information – if you need to change a bank 
account or add/remove a property, please contact the Account 
Management team at AccountManagement@rentpayment.com.  



© 2014 RENTPAYMENT |  12 

Imports are files containing resident data that is sent to our system 
from your accounting software. Once we receive the import file, 
resident profiles will be created. Depending on your integration, 
these files are either sent automatically each night or manually 
uploaded by your corporate office. Please contact your corporate 
office for more information about your specific integration.  

IMPORTS: INTEGRATED PROPERTIES ONLY  
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IMPORTS :  SYNCING RESIDENT DATA 

Automated Integration – If you have an automated integration, you 
will see the Synchronize Now button when you click Import Resident 
Data from your Main Menu.  
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IMPORTS :  SYNCING RESIDENT DATA 

If you need to synchronize resident information prior to our 
automated nightly task, you can click this button and we will receive 
the most updated resident information.  
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IMPORTS :  SYNCING RESIDENT DATA 

Manual Integration - If you have a manual integration, you will see the 
option to Upload Rent Roll. Once the file is manually uploaded, our 
system will receive updated resident information. If this is not done, 
we will not receive any resident data.  
 
Note: check with your corporate office before manually uploading a 
file.  
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IMPORTS :  ASSIGNING PROPERTY CODES 

Manual Integration ONLY - You will also see the Assign Properties 
option in the Import Resident Data screen.  
 
If you have just added a new property to RentPayment, you will see a 
number listed in this section. In this case, there is one property code 
that has not been assigned. In order for our system to receive 
resident information for the new property, you will need to assign the 
property code.  
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IMPORTS :  ASSIGNING PROPERTY CODES 

First click Assign Properties. On the next screen you will see the 
property code listed with a drop down box.  
 
Click the arrow on the drop down box to select the property 
associated with that property code and then click assign. Once you 
have done this, you will need to upload another rent roll file to 
populate the resident data. If you have questions regarding this 
process, please contact AccountManagement@RentPayment.com.  
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Exports are payment files that can be uploaded to your accounting 
software. Export files are created nightly and contain payments 
made that day. To view a list of your Exports, click on Export Files 
from the Main Menu.  

EXPORTS: INTEGRATED PROPERTIES ONLY  
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EXPORTS :  SEARCH 

You can select the date range of the files you wish to see and then 
select Search Exports.  
 
You will then see a list of exports for that date range. You will see the 
status of the export and can click View to see the payments included 
in the file.  
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EXPORTS :  SEARCH 

If you have a manual integration, you will need to click the download 
link to save the file to your computer and upload it to your 
accounting software.  
 
If you see an Error status on the export, please contact 
AccountManagement@RentPayment.com for assistance.  
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EXPORTS :  LOCATE AN EXIS IT ING RESIDENT  

From the Main Menu, click on People.  Enter the resident’s name in 
the Person Search field and click Search People. You will be able to 
see the resident’s integration data on the next screen.  
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EXPORTS :  LOCATE AN EXIS IT ING RESIDENT  

Your Resident’s profile will be brought up and from here you will see 
your list of Quick Options. 
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EXPORTS :  LOCATE AN EXIS IT ING RESIDENT  

You can make a payment, create an AutoPay, manage accounts, and 
view history. This will be your starting point for most actions.  



© 2014 RENTPAYMENT |  24 

Once you have successfully logged in and located the resident 
profile you can: update address information, reset a password, 
change status, block payment methods, and manage bank 
accounts/credit card info.  
 
Note: do not edit the external string information, this must come 
from your accounting software.  
 

MODIFY AN ACCOUNT  
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MODIFY AN EXIST ING ACCOUNT  

You can edit the resident’s address information by clicking the blue 
Update link in the second portion of the resident profile. 
  
You will notice the resident name and unit number are not editable. 
This information comes directly from your accounting software and 
cannot be changed in RentPayment. If this information needs to be 
updated, you can make the changes in your software and we will 
receive the updated information in the next Import file. 
 
Once you have updated the necessary information, click Update.   
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MODIFY AN EXIST ING ACCOUNT  

Once you have updated the necessary information, click Update.   
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INACTIVATE/ACTIVE AN ACCOUNT  

The third portion of the resident’s profile contains: 
• User name 
• IVR#/PIN (for our automated phone line) 
• Status 
• Permissions 
 
To inactivate or reactivate a profile, click the link directly to the right 
of the resident’s status. 
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Payment permissions should be updated in your accounting 
software. When we receive resident data from your software, our 
system will update the resident’s profile automatically.  
 
If you do not want to wait for RentPayment to receive the updated 
resident data or if your properties are non-integrated, you can block 
payment permissions manually. To block or allow a certain payment 
method, click the blue link next to the payment permission. Green 
indicates that these are the methods a resident can use to pay. A 
red link indicates a blocked payment method.  

PAYMENT PERMISSIONS  
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PAYMENT PERMISS IONS  

Note: If you have integrated properties, information in your 
accounting software will override what is in our system. If you block a 
payment permission in our system, but not in your software, that 
payment method will be unblocked when we receive the next import 
file.  
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MANAGING RESIDENT PAYMENT METHODS  

Click the View >> link for the desired account.  
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MANAGING RESIDENT PAYMENT METHODS  

For the protection of Account Holders, only the last 4 digits of an 
account are made visible.  
You can modify or delete the selected account.  
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CANCEL A PAYMENT  

• Use People Search to go to the resident profile  
• Locate the payment in the resident’s account history at the bottom   
  of the profile 
• Click View >> under Details in the Account History  
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CANCEL A PAYMENT  

Click View >> again under Details on the next screen.  
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CANCEL A PAYMENT  

This will bring up Transaction Details.  At the bottom of the screen 
you will see the option to cancel the payment.  Enter the reason for 
the cancelled payment and click Cancel Payment. 
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CANCEL A PAYMENT  

You will then see confirmation of the cancelled payment.  
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CREATING AN AUTOPAY  

Using the Quick Options menu, click on e-check AutoPay and then 
click Setup a new AutoPay.  
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CREATING AN AUTOPAY  

Enter the dates you wish for the AutoPay to run:  
• Starting month and year  
• Ending month and year  
• Day of the month to debit  
• Frequency of payments (usually monthly)  
Then click Continue.  
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CREATING AN AUTOPAY  

Your property may have the option to set up a fixed AutoPay or a 
variable AutoPay. To set up a fixed AutoPay you will enter the amount 
to be debited each month and click Continue.  



© 2014 RENTPAYMENT |  39 

CREATING AN AUTOPAY  

If your property allows variable AutoPays you will have the option to 
set a minimum and maximum instead of a specific amount. As long as 
the resident balance falls between the minimum and maximum, the 
balance will be drafted from the resident’s account. This is useful if 
the resident has a variable balance from month to month.  
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CREATING AN AUTOPAY  

Next, select the account to be debited or enter a new account.  
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CREATING AN AUTOPAY  

You will see a final confirmation screen to verify the information and 
can then click Setup AutoPay.  
 
Note: Always remind the resident it is their responsibility to cancel an 
AutoPay if no longer needed.  
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CREATING AN AUTOPAY  

Once the AutoPay is setup, you will be able to see the details above 
the Account History on the resident’s profile. 
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CLICK PAY REMINDERS  

Credit Card Click Pay reminders are a convenient way to send your 
resident (who opts to make payments via Visa, MasterCard, or 
Discover) a reminder email to pay their rent.  
 
These can be set up in the Quick Options Menu. You can select a date 
for your resident to receive the reminder and an email will be sent to 
the address on file.  In the e-mail, there will be a link that will take 
them directly to the ‘make a payment’ screen in their profile. 
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RENT BY TEXT  

Residents also have the option to  rent reminders via text. You can set 
this up for them by going to Rent By Text in the Quick Options menu 
and entering the resident’s phone number, day of the month they 
wish to receive the text message, and payment account. When the 
resident receives the text message they will just need to reply with 
the word Pay and the payment amount. For example, if their rent is 
$850.50, they would respond with ‘pay 850.50’    
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MANAGE E-MAIL  SUBSCRIPT IONS  

You can manage the email notifications you receive from 
RentPayment by going to Notification Subscriptions on your Main 
Menu. Users must have an e-mail address on file in order to manage 
subscriptions.  
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Billing  1 
Monthly e-mail statements regarding billings associated with your account. (For your 
Corporate Office)  

Cancelled Payment  2
Confirmation a resident payment has been cancelled.  

Chargeback  3
If a resident disputes a credit card payment with their financial institution, the 
payment will be withdrawn from your account. RentPayment provides chargeback 
protection for all their clients and will help dispute the chargeback on your behalf.  

Payment Failure Notification 4
Received when a credit card payment is declined. Credit card payments are 
processed in real time, any credit card declines will be notified instantly.  

E-MAIL  SUBSCRIPT ION OPTIONS 
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Export Receipt  5
A payment file is ready to be downloaded from RentPayment (for manual 
integrations only).  

Export Reminder 6
Reminder email is sent if a payment file has not been downloaded within 24 hours after 
it has generated (for manual integrations only).  

Failed Export 7
Payment file has failed to be downloaded from RentPayment.  

Failed Import 8
Resident data file has failed to be uploaded to RentPayment.  

E-MAIL  SUBSCRIPT ION OPTIONS 



© 2014 RENTPAYMENT |  48 

Import Export Summary  9
A summary of all import and export information for the day.  

Payment Receipt  
Notification a resident payment has been submitted. The payment receipt e-mail is sent 
immediately after each transaction.  

E-MAIL  SUBSCRIPT ION OPTIONS 

10 

Payments Batched  
A summary of all daily payments that have batched and are being sent to the 
bank for deposit.  

Property Bank Account Change  
Confirmation a property’s bank account has been updated. 

11 

12 
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Refunded Payment  
A refund has been processed.  

Reversed Payment  
eCheck or Credit Card payment has been returned.  

E-MAIL  SUBSCRIPT ION OPTIONS 

14 

Statement Receipt 
Confirmation the payment batch has been sent to your bank.  

You can also view your email history by clicking on the Email link on 
your Main Menu.  

15 

13 
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RentPayment provides a variety of reports for you to track 
transactions, reconcile your bank account, and view resident 
information. All reports can be exported to Excel. To get to the 
Reports menu, click on the Reports icon. You will then see a list of 
available reports.  

REPORTS  
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REPORTS  

The Transaction Activity will display payments and reversals for a 
given date or date range. Simply select the date range of the 
transactions you would like to view. You can filter by specific 
payment types or search for all transactions. Once you have selected 
the necessary information, click Search Transactions.  
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REPORTS  

The report will show you all transaction matching your settings. If you 
would like to export the results to Excel, just click the blue Export to 
Excel link.  
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REPORTS  

The Statements report allows you to view deposits or reversals for a 
specific day or date range. Select the date range from the drop down 
menu, set the filters if any are desired, select Search Statements.  
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REPORTS  

Click View under details to see the payments that make up a specific 
deposit.  
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REPORTS  

Search by Reference # allows you to find a specific payment using 
the reference number. Reference numbers are included on all 
payment transaction emails and provided to residents from 
RentPayment Customer Service representatives after a payment has 
been processed over the phone. To search for the payment, click 
Search by Ref # and enter the reference number for the payment, 
then click Search Now.  
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REPORTS  

You will be taken to the Invoice Details screen for that specific 
payment. The Batch Reconciliation Report provides a snapshot of 
batched payments separated by payment type (credit cards & ACH) 
that have been sent to the bank for deposit.  Select the desired date 
range and click ‘Run Report’. 
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REPORTS  

The Transaction Summary report shows a snapshot of payment 
metrics  
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REPORTS  

The Scheduled AutoPays report will allow you to view all residents 
who have signed up for AutoPay in a given month. Select your filters 
from the drop down menu and click Search AutoPays.  
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REPORTS  

The Person Permissions report will allow you to view all Residents’ 
payment options & status. You can enable or disable payment 
methods for multiple residents.  
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REPORTS  

To enable or disable permission, simply check the boxes next to the 
residents you need to upate and click the Submit button on the 
bottom of the screen.  
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If you have questions about RentPayment or need information 
beyond what is covered here, please send an email to 
AccountManagement@RentPayment.com and one of our expert 
Account Managers will be happy to assist you.  

THANK YOU FOR CHOOSING RENTPAYMENT! 


