SETTING UP AUTO PAYMENTS

In order to set-up auto payments, you'll need a payment account added to the system first. To add an account, go to
Payments, then Payment Accounts.

If you are using a checking or savings account, please reference Adding a Bank Account for full details on how to do this.

This walkthrough will show

NAVIGATE TO THE AUTO-PAY SET UP

you how to set up recurring
automatic payments in your
Resident Services Portal
account. You may use your
checking, savings, credit
card or debit card for online
payments.

STEP 1:

SCREEN

1. Log into your Resident Services Portal Account.

2. From the Menu icon, select Payments.

MENU

Maintenance Request

o Setting up Auto Payments

=MUIRWOOD [IES

12 Home |I

(Fixed & Variable Charges)

Bank Account Verification
(How To)

= Renew Lease

Dashboard

PAY
Account Balance

Welcome
Glad You're Here!

GET THE MOBILE APP

REQUEST
Maintenance

Need a repair? You can submit a
maintenance request online.

Go to Maintenance

MANAGE
My Account

Set your account preferences,
update your email address and
password, and more.

Go to Settings

Show Less

Don't forget to download the 'RENTCafe Resident” App from your phone's app store. Use your same login credentials. Let

us know how you like it!

Bulletin Board

share a message with your neighbors!

Post a Message

3. Select Auto-pay Setup (as shown below).

=MUIRWoOD [IES

MENU

12 Home

Maintenance Request
O Payments |

Setting up Auto Payments
(Fixed & variable Charges)

Home >

Payments

Your account balance as of Friday, October 11, 2024

$0.00

Recent Activity ~ Manage Payment Accounts

Youll need to add a payment account before you can make a payment.

@ Automatic Payments
@ NOT ACTIVE | Avoid missed payments and late fees by setting up autopay!

Looks like you don't have any charges at the moment..
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SETTING UP AUTO PAYMENTS

'This payment should be for the total of all of your fixed monthly payments.

Fixed payments will be any payment that is the same every month. This would include your monthly rent charge. In
addition, some residents also have additional fixed monthly charges like: pet rent, garage rent, storage rent, etc.

NOTE: Utility payments should NOT be included here. That will be set-up in the next step.

SET UP YOUR FIXED PAYMENT —
< GoBack
From the Auto-pay Setup screen, go to the Fixed Monthly Charges i e e il
section and complete Steps 1-5 (as shown and described below). *Payment Accounts A New Account

Visa
Setup Automatic Payment ® ® Credit card ending in 106100

Important Information Show Last

FLEX RENT RESIDENTS: Please contact the office for any Payment Dates
adjustments to your payments at:
info@elevatetomuirwood.com or (925) 372-6940. Star: Cate *

nfoifzo24 (=] Erd Date

A service fee will be charged at the time of payment

eive
portion of this fee. Service fee is Payment Day
Foyment Doy *
Fixed Payments 1

Thig is the doy of the month that the

payment wil be charged

Setup New Payment setup

Variable Payments Payment Amount
. . $2.650.00

1. Payment Accounts = Select payment is processed. To avoid _
the desired account from the a late fee, schedule the pay on
dropdown. day on or before the 4th of the

2. Start Date = Select the date month. Setup Automatic Payment
when the payment becomes 4. Payment Amount = Enter your
active and eligible for total fixed monthly payment. Payment Schedule Edit
processing. Select any date Please note, this will be your e nhf2024
in the future. Please note, the total monthly rent amount plus Payment Day Ist of the month

H “ H H . Payment Percent 100.00%

Start Date is not the “day of the (if applicable) the total of all fixed R et maound $iniii
month” when the payment is monthly charges like: pet rent,
processed‘ It is the date you garage rent' Storage rent' etC. By setting up AutoPay, | authorize the automatic withdrawal
Want the autO payment tO 5. CliCk confirm & Continue. from my selected payment account the amount shown or, if

no amount is shown, the balance due each month.

begin. Typically, you can select

tomorrow’s date. 6. On the Confirm Auto-pay

Setup window, confirm the

RentCafe, this fee is not charged by the property, and this fee
will not appear on my ledger.

End Date = Select the date you Auto-pay Setup, then select the
want your auto payment to checkbox to accept Terms and ) )
end. The end date is typica“y Conditions‘ pin{v:(r:f[paymvmsmi.'berouﬂdedmmensmes(l i0thof @
when the lease ends, or shortly . .

7. Click Confirm & Setup Autopay
afterwards. Dm read and aceept the Terms and Conditions

to complete the setup the
3. Payment Day =1st, 2nd, 3rd or auto-payment of fixed monthly

4th (your choice). This is the charges.

day of the month when the
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SETTING UP AUTO PAYMENTS

Variable payments will be any payment that will vary every month.

'This would include your monthly utility charges (only). Utility charges can vary every month based on consumption.

SR SET UP YOUR “VARIABLE” PAYMENT

Setup Automatic Payment

Pnyment Accounts Add New Account

From the Auto-pay Setup screen, go to the Variable Monthly Charges

section and complete the following steps 1 - 6 (as shown and described = Vi

® " Gredit Gard ending in XXXX-6100

below) for each line item you are responsible to pay. If you are unsure what
utilities you are responsible to pay, please check with your leasing consultant: Payment Dates

* Indicates o required field

|— StartDote *
Setup Automatic Payment ©] n/o1/2024 (=} End Date [
Important Information Shontes Payment Day
FLEX RENT RESIDENTS: Please contact the office for any
SO el oy Sulpay ST S P This is the day of the menth that the
info@elevatetomuirwood.com or (925) 372-6940. 1
payment will be charged,
A service fee will be charged at the time of payment
for Debit Card and Credit Card transactions. The Payment Amount
property management company does not receive any Payment Parcent * 1
ortion of this fee. Service fee is non-refundable.
" 100.00 l
Fixed Payments
Max Amount
Setup New Payment Sotup.
Max Amount *
Variable Payments 100.00
Exec Suite Cable TV Charges setup
310000

Cancel Confirm & Continue

1. Payment Accounts = Select charged for your recurring
the desired account from the payment each month. We .
. . Setup Automatic Payment
dropdown recommend setting this to
2. Start Date* = Select any date in an amount hlghl‘ller thgr;lyour eyment schedule »
average monthly variable e
the fUture 9 y Start Date nf1/2024
End Date* = Select the date you charge as the amounts can End Date e
Payment Day st of the montl
want your auto payment to end fluctuate. Fayment Fercent 100.00%
3. Payment Day* = Ist, 2nd, 3rd or 6. Click Confirm & Continue. biowc Payrment Ameunt $a.00
4th (your choice) 7. On the Confirm Auto-pay
. . By setting up AutoPay, | authorize the automatic withdrawal
4, Payment % = Enter the % of setup WlndOW, Conﬁrm the from my selected payment account the amount shown or, if
your variable charge yOU'd Auto_pay Setu p, then Select the :’-ou‘motmt i.s sho‘wnJ the}:u\lancsd\ie e?c{m monf.h
Iike tO pay, if yOU are nOt Checkb.ox to accept Terms and RentCate, this fee is not charged by the property, and this fee
Sp“tting your Variable recurring COI"IdItIOhS. will not appear on my ledger.
payments with roommates, 8. Click Confirm & Setup Autopay
enter 100% to Complete the setup the *partial payments will be roundad to the nearest I/i0th of @

percent.

5. Max Payment Amount = Enter auto-payment of fixed monthly

the max amount you are charges. wauacnwmm P

Confirm & Setup Autopay

*It is recommended to use the same Start Date, End Date and Payment Day as your
Jfixed charge above.
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