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OVERVIEW       
  

RENTCafé is a Yardi product that allows communities to accept online payments from residents and family 

members via bank accounts, debit cards, and credit cards. It also provides access to view monthly 

statements online. For LCS communities, this is called the Resident & Family Billing Portal.  

Key Features  
- **NEW** Shared Payments: Allows all payers to make one-time payments and view the resident ledger.  

- Contact Information: Residents can update their phone, email, and address.  

- Monthly Statements: View current and prior statements. - Account Balance: View current balance and 

activity.  
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REGISTRATION PROCESS  
Before you can view your statement or make an online payment, you must first register on the Resident & 

Family Billing Portal. Your community will send you a Registration Invitation Email to get started. If you 

don’t see the email in your inbox, be sure to check your junk or spam folder. Still can’t find it? Contact your 

Business Office Manager to request that the invitation be resent.  

Registration Letter  
Your community will provide you with a Registration Letter, which gives a brief overview of the Resident & 

Family Billing Portal and outlines any potential fees. Please review the information highlighted in red to 

ensure its accuracy. If any details need to be updated, contact your Business Office Manager for assistance.  
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Registration Invitation Email  
1. Your community will send you the Registration Invitation Email. Open the email invitation and click the 

‘CLICK HERE’ link.   

An example is below.  
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2. Complete the complete the sign-up process with either your email, Google account, or you’re Apple 

account.  

  

3. User Login screen appears.  Sign in with your email, Google, or Apple. 

  

4. Click Sign In.  

LOG IN  
Once you have registered, you will access the Resident & Family Billing Portal from your community’s website. 

This can be found on your Registration Letter and the Registration Invitation Email.  
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1. Click the Resident and Family Billing Portal Link on your community’s website. It will take you to the 

Login Screen (like the image above in Step #4) where you will login with either your email, Google, 

or Apple sign-in.  

NOTE: Because each community’s website is unique, the portal link and naming convention will look different 

for each community.   

Below are a few examples.  

  

RESIDENT AND FAMILY BILLING PORTAL  
Once you've completed the registration process and logged in, you can go to your Payment Information or 

see the Resident Statement.  

  
  

Payments  
Click the ‘Payments’ or ‘Make Payments’ button. You'll use this button even if you're just viewing your “payer 

statement”.  
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Make Payments Tab  
The first tab is the Make Payments tab. On this page, you will see ‘My Balance’, ‘Resident Balance’, pending 

recurring payments, as well as options to pay by bank account, credit card, or debit card.  
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Auto-pay Setup Tab  
The Auto-pay Setup tab is for setting up recurring monthly payments. This will allow you to set up recurring 

payments: Option 1:  Pay my account in full (PWIO – pay what I owe). Option 2:  Pay a fixed amount.  

  

  
  

Pending Activity Tab   
The Pending Activity tab shows any unposted pending transactions.   

  

Recent Activity Tab  
The Recent Activity tab shows your ledger detail. This will not show any activity from the Pending Activity 

tab. It only reports on activity that has been posted.  



Page | 9   

  

  



Page | 10   

  

  

**NEW Resident Transactions Tab  
The Resident Transactions tab will show all transactions for the Resident and will contain a Payer Name 

column.    

  

Payment Accounts Tab  
The Payment Accounts tab is where you enter your account information.    

  

Payer Statement Tab  
The last tab on this page is where you can see your Payer Statement. This statement includes ONLY 

charges and payments associated with the specified Payer logged into the portal. You can view the most 

recent statement or go back and look at prior statements by changing the period.  
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Resident Statement  
Click ‘Resident Statement’. This statement includes a consolidated summary of all charges and 

payments that may be spread amongst multiple payer ledgers for a specified resident. You can view the 

most recent statement or go back and look at prior statements by changing the period.  
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ADD ACCOUNT  

Bank Account  
  

1. On the Payment Accounts tab, click Add Bank Account.  

  
2. The Add A Bank Account screen opens.  
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3. After you enter and submit your account and routing numbers, the following message appears if 

your accounts have been added successfully.  

 

  

4. You will receive the Bank Account Added email notification indicating that bank account 

verification is pending. This message text is shown with yellow highlight in the following 

screenshot.  
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5. On the Payment Accounts tab, an additional section appears under the heading Bank Accounts  

Pending Verification. You cannot use a bank account that is pending verification.  

 

  

  

6. You will get a trial deposit amount from your bank account. The record for the trial deposit 

transaction includes the text “Bank Verify”.  

a. Note: Wait 1 to 2 business days (excludes weekends and bank holidays) for the trial 

deposit transaction to appear in your bank account. The trial deposit transaction is less 

than one dollar, and the description includes the text “Bank Verify”.  

7. After you see the trial deposit on your bank account, open the Payments screen and click the 

Payment Accounts tab.  

8. For the pending account, click the Verify link. The Verify Bank Account screen opens.   

 

9. Enter the trial deposit amount and click Verify.  

a. Note: Enters the trial deposit amount using one of the following formats: “0.XX” or 

“.XX” where XX is the trial deposit amount. You must enter the period. It’s not 

necessary to enter the dollar sign ($) character.  

b. Note: The portal restricts the number of verification attempts. If you exceed the number 

of permitted attempts, the bank account is locked and no longer displays in the portal. 

If assistance is required to unlock the bank account, contact your business office 

manager.  
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10. After successful verification, the bank account appears under the Bank Accounts heading and 

you can now use it to make payments.   

  

  

Credit or Debit Card  
1. On Payment Accounts tab click on either Add Credit Card or Add Debit Card.   

  

2. The Yardi Card Services screen appears in a new window.  

 

  

3. Enter your credit card or debit card information.  

4. Select the check box to indicate that you agree to the Yardi Card Services terms and conditions.  

5. Click Save.  
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PAYMENT PROCESS  
After the payment accounts have been added, you can then make a payment.   

Recurring Payment  
You can set up an automatic payment to draft monthly via bank account. This is the preferred payment as 

recurring payments eliminate the need to manually enter payment information, remember due dates 

avoiding late fees, and missed payments.  

1. Go to the Make Payments tab on the Payments page and select “Setup Auto-Pay” under the Pay 

by Bank Account section OR go to the second tab, Auto-pay Setup and choose Option 1 or 

Option 2. You can only set up a recurring payment through your bank account.  

  
OR  
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Pay What I Owe  
Residents can set up a "Pay What I Owe" (PWIO) recurring payment if they want to pay their outstanding 

charges on their account with a single payment.  

Reminder: Before setting up a recurring payment, please ensure your bank account information has been 

added.  

1. Select the Auto-pay Setup tab.  

2. Select Option 1: Pay my account in full.  

3. Complete the grid.   

  

a. Select the payment account you want to use for the recurring payment   

b. Enter the start date when the payment becomes active and eligible for processing.   

•  Please note, the start date is not the day of the month when 

RENTCafé processes the payment.  

c. Leave blank or enter end date when the payment is no longer active.  

d. Select the pay day in the dropdown.   

4. Click Next. The Auto-pay Setup page appears in a new window.  
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5. Review the payment details. If service fees apply, a page narrative appears with the amount of the 

service fee.  

a. If you want to edit your payment information, click Cancel. Edit the grid, as needed.  

b. If you want to finish setting up the recurring payment, accept the terms and conditions 

and click Set Up Auto-Pay. The Confirm Auto-pay Setup page appears, confirming the 

payment was successfully set up.  

  

Fixed Recurring Payment  
Residents can set up a fixed amount payment to withdraw the same amount of money each month – for 

example, $100 every month. This type of payment does not change regardless of usage, balance or other 

variables.  

1. Select the Auto-pay Setup tab.  

2. Click Option 2: Pay fixed and variable monthly charges.  

3. Complete the grid.  

   

a. Select the payment account you want to use for the fixed payment.   

b. Enter the start date when the payment becomes active and eligible for processing.   

•  Please note, the start date is not the day of the month when 

RENTCafé processes the payment.  

c. Leave blank or enter end date when the payment is no longer active.  

e. Select the pay day in the dropdown.   

f. Enter fixed payment amount.  
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4. Click Next. The Confirm Auto-Pay Setup page appears in a new window.  

  

5. Review the payment details. If service fees apply, a page narrative appears with the amount of the 

service fee.  

a. If you want to edit your payment information, click Cancel. Edit the grid, as needed.  

b. If you want to finish setting up the recurring payment, accept the terms and conditions 

and click Submit. The Auto-pay Setup Confirmation page appears, confirming the 

payment was successfully set up.  

**UPDATED One-Time Payment  
You can make One-Time Payments using a bank account, debit card, or credit card.   

Note: Debit and Credit Card payments are only available for one-time payments due to associated 

processing fees.  

**NEW Shared Payments   
Shared Payments has been added to One-Time Payments. This feature allows multiple payers to share 

payment responsibilities and provide visibility into account activity.  

  

NOTE: Shared Payments are not available to communities with subsidized residents/payers.   

Reminder: Before making a One-time Payment, please ensure your payment account information has 

been added.  

  

1. Go to the first tab on the Make Payments page and select “$ Make One-Time Payment” under 

the form of payment; Debit Card, Bank Account, or Credit Card.  
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2. The One-Time Payment Workflow appears:  

3. Click the dropdown on Payment For:  

a. My Charges: Use this option to view and pay your own charges.  
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• Payment For – Select dropdown to choose My Charges  

• Select Payment Account – Select dropdown to choose payment account  

• Payment Amount – Automatically populates your charges  

  

b. All Charges: Use this option to view and pay charges that belong to other payers 

associated with the same resident.  

 

  

• Payment For – Select dropdown to choose All Charges  

• Select Payment Account – Select dropdown to select payment account  

• Payment Amount  

 $$$ Outstanding Balance – Displays the outstanding charge balance  

 $0.00 Manually Select Charges/Credits for Payment – By selecting this 

option, a table appears with charge and payer information.  
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o Mark the checkboxes in the Pay Now column to select the 

expenses you want to pay.   

o Marking the Pay Now checkbox in the table header selects all 

available items.  

 

  

 Other Amount – Enter the amount you want to pay in the Payment 

Amount field. If the amount exceeds the outstanding balance, a 

confirmation message will appear before proceeding.  

 

  

4. Click Next and follow the prompts to finalize your payment.  

5. After completing the payment, you will receive a confirmation email with payment details.   

See example below.  
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Note: Process is similar for Credit Cards and/or Debit Cards.  The big difference is the resident is 

responsible for the fee.  The fees are as follows:  

Debit Card - $3.95/transaction  

Credit Card – Amex 3.00%, Visa 2.20%, MC 2.20%, Diners 2.20%, Discover 2.20%   

See the example of a credit card payment on your credit card statement:  

  

See the example of an ACH payment on your bank statement:  

 

  

  

  


