
Resident Portal Payments How To Guide

RESIDENT PORTAL PAYMENTS: 

If a resident has not added a Payment Account in the past to either Setup Auto-Pay or make 
One-Time Payments then the resident will see this note once they log into the Payments 
section of the Resident Portal: 

If the resident tries to click the “Make a One-time Payment or Set Up Automatic Recurring 
Payment” link and disregards the note without clicking the “click here” link within the note, 
it’ll generate an error message that will remind them to set up a bank account to proceed with 
a payment: 

When the resident is setting up their Bank Account, they can either click the “Click here” link 
within the note or click on the “Payment Accounts” tab and click on the Add Bank Account or 
Add Credit Card button. From this screen the resident can view all bank accounts and credit 
cards they have set up as payment accounts:  



 

Make Payments tab: 

Once on the Payments page in the Resident Portal, the “Make Payments” tab will be the 
default tab you see. Here you can view your Current Balance and Monthly Auto-Pay 
Setup/Charges. There will also be two buttons/links on this page for Setup Auto-Pay and Make 
One-Time Payment: 



 

• One-Time Payment: 
If you’re making a one-time bank account or credit card payment, you will click the one-
time payment option and be prompted to select the Payment Account and enter the 
amount you’re paying in Payment Details: 



 
If there’s a Service Fee applied to the payment, the fee amount is displayed and added 
to the Total Amount: 

 
The next page is where the resident Reviews Payment. Here they review their payment 
details and accepts the terms and conditions for online payments before submitting 
their payment. A message that the service fee is non-refundable appears below the 
payment details. 



 
The next page is the Confirmation that the resident receives if their payment was 
successful and it also displays the payment details again. They will receive a 
confirmation e-mail to their e-mail address. If they would like to print the Payment 
Details, there is a printer icon that they can click: 

 

Setup Auto-Pay: 



Auto-Pay is for recurring payments of monthly charges that have the same amount each 
month such as monthly rent. In the Fixed Monthly Charges section, the resident can 
enter in detail about their payments or fix these details by clicking Edit: 

 
o Details include the resident choosing what payment account they would like to 

use for the Auto-Pay account.  
o The Start and End Dates define when the payment will be active. 

 
o The Pay on Day is the day of the month that the resident wants RENTCafé to 

process the payment.  

The resident can then review their payment details and accept the terms and conditions 
for online payments before setting up their payment: 



 

o Late Payment - If the payment will be late, a message appears informing the 
resident that they might incur late fees on the payment with the current payment 
day. To avoid incurring late fees on the payment, the resident should 
click Cancel and set up an earlier payment day 

o If the resident changes their mind about setting up payment, they can press the 
Cancel button and their details will be discarded 

o The Auto-Pay Setup Confirmation page is where the resident will receive 
confirmation that their setup was successful and a confirmation e-mail has been 
sent to their e-mail address. 



 

Recent Activity tab: 

Here a resident can review their ledger. 

 




