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Chapter 11: Online Payments/Pay-by-Text

New Customer Registration

Please visit this website to register and use Online Payments (OLP): {the client specific URL will be provided by High
Touch}.
Click on the Register button on the Account Login screen. Fill out the required fields and click Register on the Account
Registration page.
o Your Username can be anything, but keep in mind, no special characters are allowed, and the username must be
between 4-10 characters. Usernames are not case sensitive.
o Your Password will need to be at least 8 characters long and must contain at least 1 capital letter, 1 lowercase
letter, and 1 number. Special characters are allowed, but not required.
o Contact your store for your Cust Account ID if you do not know it. Itis required to access your account.

Account Login Account Registration
\
f— . NI
HIGHTOUCH ™~
TECHNOLOGIES Reghorn roun accson e somne access ([N

.........

Pasd Onine Betore?

Now 10 Oadine Payroents ? 10wl nen aecoum | 0 ) N o Pl Essanc

Foad your Account £) (HOK T Fraase contaa 1ors of our Custumar Sandcs Cottal & § 2 A |
P TR . wrcsl m

After registration is complete, you will be returned to the Account Login screen. The first time you sign in, you will see
the following prompt where you will need to verify your account and contact information.
Please Note: In addition to your Username, you also have the option to log in with your Email Address or Cust Account ID.
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Thank you for registering!

In Order 10 300098 YOUr 20C0UN We need 10 verily your information. Press
CONBNUS 10 begin

BRI You are now ready to start making online payments! You will see this menu on the left side
Account Summary of the screen once you log in, where you can choose to make a payment on your agreements,
Account Details enroll in recurring payments, or add a stored credit card for ease of making future payments.
hly Payiment Methods

PAYMEHT OPTIONS

Gilick Payment

Enrall in Recurring Payments

Revised 12/6/18 5|Page
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Customer How-To

Upon successful registration and login to the new Online Payments system, you will see this menu on the left side of the
screen:

MY ACCOUNT

Account Surmmany
Arcount Details

by Fayrment Methods

PAYMEHNT OPTIONS
Gidick Pavment

Enroll in Recurring Payments

Account Summary: Allows you to take a payment on all agreements due

Account Details: Allows you to select which agreements you would like to pay

My Payment Methods: Allows you to manage and save Credit Card payment methods
Quick Payment: Allows you to make a quick two-step online payment

Enroll in Recurring Payments: Allows you to enroll in automated recurring payments

How to Make a Standard Quick Payment

The Account Summary screen is the first screen you will see when you log in. From this screen, simply click the Pay All
button to pay on all active Agreements.

Receivables: $0.00

Product Agreement Due Date Amount Due
Miscellaneous Furniture Qoo004-000055563 051 4520 F36.61
Air Conditioner 000005-000054670 021 6M7 n §455.05
Full Size Dryer Qo000s-000054671 02M6M7 n FE23.31
Enroll in Recurring Payments Total Due: ¢4 174.97

With recurring payments your payvments will automatically he processed
an their due date.

m hore Options

You may also click the More Options button to go to the Account Details screen where you can select which
Agreements to pay or not pay.
Please Note: You will not be able to uncheck past-due agreements, as payments are required on past-due agreements.

Revised 5/14/20 6|Page
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After you click the Pay All button, you will be taken to the Quick Payment screen. From here, you will enter your Credit
Card or Bank Account information, or, if you have already created a payment method, you can select it from the left side
of the screen. Click the Next button to proceed.

Please Note: Upon inputting your Credit Card or Bank Account information, you can click the checkbox next to Save
Payment Method to save your Credit Card for later use.

CHOOSE PAYMEHT METHOD OR A HEW METHOD
Howe would vou like to pay?
1111 )
Credit Card v
. Save Payment Method
e g z
Card Muraber:*
4242
Expiry Diate:™
| v
v
CVY:

Customer Information

Firat Marme:*

Last Mame*

Make Payment

After clicking the Make Payment button, please de not close your browser, click the
back button or click any links in the menu until the transaction has completed and
the receipt is displayed!

Revised 5/14/20 7|Page
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The final Please Confirm Your Payment screen is where you will verify which agreements you are going to pay and with
which payment method you will use. Once you verify, you will click the Send Payment button to submit your payment,
and then you will need to accept the Terms and Conditions notice that appears on the screen.

Please Confirm Your Payment

BILLING INFORMATIOH PAYMENT INFORMATIOH
1111 Agreement Amt
OOQ00E-00005<H5 70
| air conditioner F455.05
O00005-0000:5357 1
full size dryer FE23.31
Total Due: \ $1,138.36

Cancel

Please click the Send Payment button only once and do not close your browser, click the back button or click any links in the
menu until the transaction has completed and the receipt is displayed!

[If you came from Online Payments How-To, return to Login to View Rental Agreements and Make a
Quick Payment (step 4).]

Other Features

From the main Account Summary screen, you will be able to sign up for automated Recurring Payments by clicking on
the Sign Up button under Enroll in Recurring Payments. You can also access this feature by clicking on the Enroll in
Recurring Payments link from the menu on the left side of the screen.

You can also add or edit your payment methods by selecting My Payment Methods from the same menu or while you
are actively making a payment.

Revised 5/14/20 8|Page
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Online Payments How-To

Register and Setup an Online Payments Account
1) Please visit {the client specific URL will be provided by High Touch} and click on the Pay Online link, and you
will be directed to the new online payment registration page. You can also navigate directly to the Account
Login screen by visiting {the client specific URL will be provided by High Touch}.

2) Click on the Register button on the Account Login screen. Fill out the required fields and click Register on the
Account Registration page.
e Your Username can be anything, but keep in mind, no special characters are allowed, and the username
must be between 4-10 characters. Usernames are not case sensitive.
e Your Password will need to be at least 8 characters long and must contain at least 1 capital letter, 1
lowercase letter, and 1 number. Special characters are allowed but not required.

Account Login Account Registration

—

an! Remember your password Tessl Pacswong

Emal Adoress

HIGHTOUCH

TECHNOLOGIES

RegES1Er your Secount for anline arLes

New tn Online Pmanants? You will nead your Account 1D (ROID) to register with our Onliss Account Porta TR e -
Esgandl

Need your Accowt 1D (HOID)? Fiaasa contacl toaw of g Customss Service Centar & A -
—— e e e i

3) During the account registration process, you are required to input your Email Address and Customer Account ID

(H.O. Cust ID), as well as create a Username.
Please Note: The email address must match the email address on the customer’s record in cynergi|suite, or

registration will fail.
4) After registration is complete, you will be returned to the Account Login screen.
5) The first time you sign in, you will see the following prompt where you will need to verify your account and

contact information.

Thank you for registering!

In order to access your account we need to verify your infermation. Press continue to begin.

Caontinue

6) Once you log in and verify your address, phone, and email, you will have access to your online payments

account.

Revised 5/14/20 9|Page
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Login to View Rental Agreements and Make a Quick Payment

1) Atthe Account Login screen, enter your Username and the Password you created while setting up your account.
Please Note: In addition to your Username, you also have the option to log in with your Email Address or Cust
Account ID.

Account Login

Flease login to access your Online Payments Account

& janedoe - I — m

Cant Remember your passward?

2) Upon successful registration and login to the new Online Payments system, you will see this menu on the left
side of the screen:

MY ACCOUNT

Account Summary

Account Details

by Payrment Methods

PAYMENT OPTIOHS

Cllick Payment

Enrall in Recurring Payments

Account Summary: This page allows you to take a payment on all agreements due.

Account Details: This page allows you to select which agreements you would like to pay.

My Payment Methods: This page allows you to manage and save Credit Card payment methods.

Quick Payment: This page allows you to make a quick two-step online payment.

Enroll in Recurring Payments: This page allows you to enroll in automated recurring payments.

3) Follow the steps on How to Make a Standard Quick Payment in the previous section, Customer How-
To, then return to this section.

4) A processing payment status bar will appear while the payment is processing. You will be brought back to the
Payment Receipt screen and a receipt will be sent to your email address. You can go back to the Account
Summary screen or Sign Out of the Online Payments system.

Revised 5/14/20 10| Page
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Payment Receipt

Jane Doe PAYMEHNT DETAILS PAYMEHNT DATE - 05M4/2020
1555 MAIN STREET )
Agreement Amt
TREMTON, OH 54321
Fayment to Store 000005
PAYMEHNT METHOD
000005-000054670 Receipt #0000546 7028058
1111 air canditioner F455.05
000005-00005467 1 Receipt #00005467 128052
full zize dnyer FEa3.31
|
"""" Store Total: $1,138.36
Total Paid: $1,138.36

Return to Account Summary Screen

Select Which Rental Agreements to Make a Payment and Setup Recurring Payments

1) From the Account Summary screen, click the More Options button under Total Due, or click Account Details
from the Navigation Menu on the left side of the screen.

Total Due:

Amount due for all active agreements

More Options W

MY ACCOUNT

Account Summary

Account Details

2) The Account Details screen will display all active Rental Agreements. Simply click the Pay button to pay on all
active Agreements, or click the box in the Pay column to select the Agreements you want to pay.

Product

Miscellaneous
Furniture

Air Conditioner

Full Size Dryer

Receivables: Erlri-frpded 1]}

Agreement Due Date
000004-000055563 0ar21120
000005-000054670 02MENT n
000005-000054671 02MEMT n

Payment

Amount Pay Info History
% | 3661 ¢ 8 =
5 45505 ¢ 8 =
5 Ba3 3 =

Payment Total: [ {F \

Make a payment on the 3 selected agreements

3) The Account Details screen also provides three interactive buttons:
e Pay Checkbox: Click the box in the Pay column to turn on or off which agreements you would like to

pay, with some restrictions.

Revised 5/14/20
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= Past Due Agreements: If your agreement is Past Due (has a red exclamation point), you will not
be able to uncheck the box, since you have to pay on all Past Due Agreements.
= Agreements close to pay-off: If an agreement is listed in green, then there is less than one full
payment left to pay on it, and it is almost paid-out in full. You will not be able to select the box
to pay-off this agreement online. You will need to visit the store to make the final payment.
This is because proper ownership paperwork must be given to the customer in-person.
¢ Info Icon: Hovering your mouse over the icon in the Info column will provide you with additional
information about the agreement, such as the store number, contract date, estimated early payout
amount (EPO), current due date, agreement progress bar, and number of payments left.

Agreement Details

Crescription: Miscellaneous
Furniture

Store: ooooo4
Agreement Mumber: 000055563
Fayment Mode: WEEKLY
Contract Date: 05452020
Current Balance: £1,530.00
Pary Off: 86250

Current Due Date: 0ar2152020

Agreement Progress:

Fayments Left: a1

Flease be aware that Pay Off amounts may or
may notinclude receivable amounts, taxes, or
fees.

Please Note: The EPO amounts shown are pre-tax. Local sales tax will be applied during EPO.
e History Icon: Click on the icon in the History column to bring up a payment history screen displaying the
last five payments made on the Agreement.
4) From both the Account Summary and Account Details screens, you will be able to sign up for automated
Recurring Payments by clicking on the Sign Up button under Enroll in Recurring Payments. You can also access
this feature by clicking on the Enroll in Recurring Payments link from the Navigation Menu on the left side of the

screen.

5) From the Enroll in Recurring Payments screen, you can click the box to enable which agreements you would like
to set up with automated recurring payments. You may not enroll in recurring payments on a past-due
agreement. You will then need to choose or add a payment method that you want to use for automated online
payments. When finished, you will need to click the Enroll button to complete the enroliment process.

Revised 5/14/20 12| Page
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Product Agreement Due Date Amount Due Enrolled
Miscellaneous Furniture 000004-000055563 0ar21i20 FI6.61 ¥
Air Conditioner N00005-000054670 02MeMY u F4585.05
Full Size Dryar Q00005-000054671 Q2rmeny u FEE3.31

HOTICE: THE LAST PAYMENT OH AH AGREEMENT MUST BE MADE AT A STORE.

Recurring Payment Method

Select new payment type.

CHOOSE PAYMENT
METHOD Choosze One T
—
111 -
—
4242 =

6) Upon clicking the Enroll button, you will be prompted to review the Terms and Conditions for Recurring
Payments and click Submit. Upon successful enrollment, you will receive this message on the screen:

Enroliment Update Successful!

Congrats, vour enrallment status with autopay has been successfully updated. Click the back button to return to the main screen.

Revised 5/14/20 13| Page
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Credit Card Methods, Edit Profile, and Signing Out of Online Payments

1) You can set a Credit Card as a default payment method, add, or delete a Credit Card from the My Payments
Methods option from the Navigation Menu.

My Payment Methods | B3

1111 4242
— | —
Make Default u

2) You can click your name at the top right corner of the screen to Edit Profile or Sign Out.

& Jane Doe -

#F Edit Profile
(% Sign Cut

3) When you click Edit Profile, you will have access to specify your preferred language, change your password, and
change your email address. Depending upon restrictions, you may have access to update your address and
phone numbers. You can also select the send me updates checkbox to receive payment reminders or select the
deals and special offers checkbox to opt into being contacted for special offers.

My Information

Ny A

My Adirw F (i ]

Frofaned Language

A Lawe Uk e g shange

S0rd ME e oais Soul iy siau

 DOMET I WD (s it S0 0 LTS

Please Note: Upon verifying your Cell Phone number, a PIN will be displayed. The PIN will be needed for Pay-by-
Phone or Pay-by-Text. You can ignore if this option is not available.

Revised 5/14/20 14| Page
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Payment Modes

Customers can make different payment amounts, depending on which payment mode the company’s system uses:

Standard, Multi, or Variable.

Standard Payments

In Standard Payments mode, customers must pay the next payment amount, which is pre-populated from cynergi|suite.
They cannot change the number of payments or the amount of a payment. They can change which agreements they

would like to pay in the Pay column.

Product

177 5x110+35mb

Receivables: $0.00

Payment
Agreement Due Date Amount Pay
000004-000022437  D&MDG/20 & 3031 7

= =

Payment Total:

Info

a

History

Multi Payments

In Multi Payments mode, customers may choose whether they would like to pay only one payment or the current
payment plus the next payment. The Current Due will automatically be checked, but customers may choose to select

the Next Due as well.

Product

17x7 5x110+35mb

Receivables: $0.00

Payment
Agreement Due Date Amount
000004-000022437 Current Due: 06062020 #3031
Next Due: D8/13/2020 2031
Payment Total: 30.31

Info

o

History

Revised 5/27/20
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Variable Payments

In Variable Payments mode, customers may change the dollar amount that they would like to pay. Besides regular
payment amounts, Variable Payments mode may allow either overpayments only or overpayments and underpayments.

Overpayments Only

Customers may pay the minimum amount due or above. Any amount above will go into Receivables. If an amount is

entered that is a multiple of the payment amount, only one payment will be applied, and the rest will go into
Receivables.

Payment
Product Agreement Due Date Amount Pay Info History
17XT 5x110+35mb 000004-000022437 06/06/20 B 40.00 » a =
Receivable:
$9.69
{Actual Due:
$30.31)
Receivables: $0.00 Payment Total: $40.00

Fully Variable

When the system is Fully Variable, underpayments are allowed in addition to overpayments. Any amount can be

entered. Any amount under the expected minimum payment amount will apply only to Receivables and nothing will be
applied to the agreement.

Payment

Product Agreement Due Date Amount Pay Info History

17%7 Ex110+35mb 000004-000022437 06/06120

s|Hm: | @ O
Receivable:

$15.00
(Actual Due:

$30.31)

Receivables: $0.00 Payment Total: $15.00

Revised 5/27/20 16 |Page
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Online Payment Refunds

The cynergi|suite system has been enhanced so that refunds initiated for High Touch Online Payments (OLP) and
recurring Pre-Approved Payments (PAP) can be done in a single step within cynergi|suite. This is done by using an API
(Application Program Interface) to send the refund (credit) request to the payment processor, thus eliminating the need
to process the refund in two separate systems.

Prior to this update, Online Payments and recurring Pre-Approved Payments did not write to the Authorization File. This
meant that those transactions were not available on the Authorization Inquiry screen (AUTHINQ) or on the Credit Card
Reconciliation Report (CCRCONRP). Furthermore, any refunds of OLP or recurring PAP payments previously had to be
done in both the cynergi|suite system and in the payment processor system to credit the customer’s credit card or bank
account.

Please Note: This new functionality only applies to the High Touch version of Online Payments. Clients using the 3™-Party
Online Payments system will still need to perform refunds in both the cynergi|suite system and the payment processors
systems.

The first change was updating the system so the High Touch OLP and recurring PAP payments would write to the
Authorization File. This allows the ability to be able to select and see these types of payments on the Authorization
Inquiry screen (AUTHINQ).

AUTHORIZATION INQUIRY

Location: 1-JOHNSON AVE v Entry Type: <
Receipt Number: Customer: 0 =

Payment Method: E{_P - On-Line Payments (inc 3 Payment Form: v
Start Date: 12/01/18 End Date: 12/06/18

**#PLEASE SELECT 2 CRITERIA

* FIRST RESULTS GROUP * Q

Auth = Receipt Receipt Auth Trans Entry Auth Pmt Pmt Refund
Date Loc Number Customer Amt Amt ID Type Nbr Method Form Ind
12/01/18 1 10603230 CAMPBELL, ne— 3.25 30.74 132493 S 00132493 OLP cc N
12/01/18 1 10603231 CAMPBELL, nE— 27.49 30.74 132493 S 00132493 OLP cC N
12/01118 1 10603236 HAMILTON, — 3.25 225.37 132499 S 00132499 oLP cC N
12/01/18 1 10603237 HAMILTON, — 16.49 22537 132499 S 00132499 oLp cC N
12/01/18 1 10603238 HAMILTON, n— 16,49 22537 132499 S 00132499 | OLP cC N
12/01718 1 10603239 HAMILTON, In—— 10.99 225.37 132492 S 00132499 oLp cc N
12/01/18 1 10603240 HAMILTON, — 24,19 22537 132499 S 00132499 oLpP cC N
12/01/18 1 10603241 HAMILTON, I— 153.96 22537 132499 S 00132499 OLP cc N
12/01718 1 10603247 JACKSON, n—— 13.00 78.96 132507 S 00132507 OLpP cc N
12/01/18 1 10603248  |ACKSON, mummm— 65.96 78.96 132507 S 00132507 OLP cc N

Revised 12/6/18 17| Page
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The changes also allowed the Credit Card Reconciliation Report (CCRCONRP) to be selected by OLP.

CREDIT CARD INTEGRATION RECON REPORT

Select by Loc or Loc Groups: Na v

Location Selection: 1-Select by 10 Locs/Groups ¥

Starting Loc Group: Ending Loc Group: +]
] 0 0 0 0
0 0 0 0 0

Payment Method:

Starting Date: 12/06/18 E

1=I1CC Only (Integrated Credit Card)

3 = OLP Only (On-Line Payments inlcudes Recurring PAP)
4 =PAP & OLP Only

Q e W

The main new functionality is to allow true refunds of High Touch Online Payments (OLP) and recurring Pre-Approved
Payment (PAP) payments where the funds are credited back to the customer’s credit card or bank account through the
refund API. This was initially only available with the Pre-Approved Payments feature. To begin, perform a refund as
normal from the history screen for a High Touch Online Payment by clicking on the Refund icon.

Include Chargebacks on Report:

AGREEMENT HISTORY LIST
- Next Dys Dy Tot Pt
Puy 15 Due [} Due Ltn nd Fopt Amit Tax Other Pay Hal ASBO( Form
112818 1RAINN 4 4 100037 30,%¢ 100 Bae 3884 JA1.23 ONLINE PAYMEN Credit q Q
1 A 10/20N8 8 112018 30 » 10602646 0,00 0.00 000 0.00 31199 MUNTER Cesh Q C
AUALS LAane Anenng 2 24 LoSasn2e 30 28 148 108 1104 1100 MEL Londis o

Because the system requires that the refund amount be equal to the original payment amount, you must be sure click
YES to refund the entire transaction.

H ATTENTION!

Do you want to refund the
ENTIRE transaction?
CLICK "NO" to refund just this
receipt

& v&s € NO

Please Use Caution: Recurring payments are processed for each agreement separately.
o Because of this, if there are multiple agreements paid through recurring payments, each agreement will need to

be refunded individually.
Nevertheless, the user should always click YES for refunding the entire transaction.
This will allow the system to bundle the refund the same exact way the original payment was made.

Revised 12/6/18 18| Page
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Once the payment to be refunded is selected and the user returns to the payment screen, click the TENDER button.

AGREEMENTS

Pmts Curr Dt Pmt Total
Terms # of Payments & Agreemnt Balance Left Due Next Due /Amt Ext Amt Late Fees Misc Fees Tax Due
B X 650 Club Fee 4457 1271518 121518 () @ B es0 000 # 000 HQAex
B Ex 30.76- LEAHLYN 28123 10 1241218 |[112818 (B9 © B9 -3076 !s.00- 308 # o00 384 OQAR

Length 52 Terms: B RTO Total Charge: Receivable: 0.00

Due: 38.84-

38.84-

A CUSTOMER CHANGE o BAC[ W TENDER
p——

When the Total Payment Due box appears, leave the Amt Received box blank and the Payment Type how it defaulted
(i.e., either 4-Credit Card or 12-ACH/PAP), and click on the PROCESS PAYMENT button.

TOTAL PAYMENT DUE
Total Due: -38,24 Amt Received: Payment Type:| 4 - Credit Card v
Change: 0.00
l o PROCESS PAYMENT | SPLIT PAYMENT FORMS CHARGEBACK 4 BACKOUT

Please Note: Clicking on the CHARGEBACK button will reverse the payment in cynergi|suite, but will NOT send a request
to the payment processor to credit the customer’s account.

After clicking the PROCESS PAYMENT button, continue by clicking the CONFIRM button.

TOTAL PAYMENT DUE
Total Due: -38.84 Amt Received: Payment Type:| 4 - Credit Card v
Change: 38.84
ot
& CONFRM 7 MODIFY 4 BACK
N
Revised 12/6/18
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For refunds of High Touch OLP or PAP payments, a new Attention box will appear notifying the user that the customer’s
credit card or bank account will be credited.

o Clicking the YES button will allow the refund process to continue.
o Clicking the NO button will provide the ability to abort the refund process.

1Y ATTENTION!

MOTICE: Refunding PAP/OLP
Payment will credit the
customer's CC/Bank Acct.
Do You want to Continue?
Click "Yes' to Continue or "No’
to Abort

& vES & no

Upon clicking the YES button, the transaction will attempt to send a refund request to the payment processor. The
below message should appear upon a successful attempt to refund the payment. If there is an error in processing the
refund with the payment processor, then an error message will be displayed.

LATTENTION:

@ oK 4 BACK

The Online Payment and recurring Pre-Approved Payment refund transactions will also show on the Authorization
Inquiry Screen (AUTHINQ) in red with a Refund Indicator of “Y”:

o
*%% L AST RESULTS GROUP *** N

Auth = Receipt Receipt Auth Trans Entry Auth Pmt Pmt Refund

Date Loc Number Customer Amt Amt ID Type Nbr Method Form Ind

12/06/18 1 10604020 WOODS, n——— 45.09 114.32 133302 S 00133392 ICC cC N

12/06/18 1 10604021 WOODS, n— 43,09 114.32 133392 ) 00133392 ICC cCc N

12/06/18 1 10604022 SMITH, —— 38.84- 38.84 273830 S REFUND oLp cC Y

Showing 3 3 entries First Previous 1 2

Revised 12/6/18 20| Page
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Pay-by-Text How-To

Your company-specific Pay-by-Text phone number will be provided by High Touch. To activate the ability to perform
balance inquiries or pay your account via text message, verify your cell phone number and add a default credit card to
make payments. First log into the online payment site: {the client specific URL will be provided by High Touch}.

Verify Cell Phone

Click on the drop-down arrow next to your name in the upper right-hand corner of the main page and click Edit Profile.

& Jason Smith »

(¥ Edit Profile

(= Sign Out

Update the Cell Phone field with your current cell phone number (including area code) if not already populated.

Cell Phone FHEE) FHE R Verify Number '

Click on the Verify Number option after the Cell Phone field is populated with your number. Within a minute, you will
receive a text containing a 4-digit Validation Code. Enter that code into the Validation Code field and click Validate.

Home Phone (316)555-8272

Home Phone (316)555-8272 Work Phone (316)555-7238

Cell Phone (316)555-1023 OF Verified

| prefer SMS Communication

Waork Phone (316)555-7238 Cell Phone (316)555-1023 \FEII']
Cell Phone (316)555-1023 Validation Code: 2357 Phone pin: 4833 o

Home Phone  (316)555-8272 Work Phone | {316)555-7238

The screen will update and a Phone PIN field will appear with a new 4-digit PIN. This will be your own PIN to be used
when making a payment by text or performing a balance inquiry via text.

The last step is to save changes to your profile. After you have verified your phone number and before you exit your
profile screen, click on the green SAVE CHANGES button at the bottom of the profile screen. You will then be returned
to the Account Summary screen.

Revised 12/6/18 21| Page
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Add Default Credit Card

Click on My Payment Methods on the left side menu. Here you will be able to add a credit card to be used as the
default payment method when making a payment online, over the phone, or by text. Click Save Card after the card
information is entered. This card will automatically be marked as Default if it is the only card entered.

You are now ready to start using your cell phone to manage your account!

Texting Option
Reply to the same phone number you received your PIN from with one of the following options:

o To make a payment: Reply Pay followed by your assigned PIN. You will then receive a return text that will
confirm your payment has been processed.

Pay 9943"

o Forabalance inquiry: Reply Lookup followed by your own PIN. You will then receive a return text that will give
you the current amount you owe on all of your accounts.

"Lookup 9943 |

o More keyword options are available in the Two-Way Text Messaging section of Chapter 10: Texting
Feature.

Please Note: The above pictures are example only—you would replace the “9943” with your own PIN.
Phone Option
Calling the same phone number you use for texting will also allow you to check your account balance and make a

payment. You will be prompted to enter your PIN when the automated system answers. You will then receive your
current account balance. Press 1to pay the current balance with the default credit card you set up earlier.
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Online Payments Administration

Online Payment Login and Support Information

Online Payment Server Address (URL)

The URL for your new online payment server will be specific to your company. The exact URL you and your customers
will use will be provided to you by a High Touch Solutions Specialist before the online payments launch day. High Touch
can also provide a customer flyer which can be used to assist your customers with registration to the new online payment
site—contact your Account Manager for more information on this option.

Administrator Login Account

The primary Administrator account that will be used to manage the site will also be provided to you by a High Touch
Solutions Specialist. With this account, you will be able to manage users in the system, generate online payment reports,
manage the advertising logo, as well as basic troubleshooting.

After initial login with the new Admin account you will want to change the initial generic password you are given.

Updating Your Password
o After logging into the site, click the drop-down arrow next to your name in the upper right corner and click Edit
Profile.

[« Edit Profile

FHAMEC
AMNG

m
o

Ta
A
Al
]

A\ Leave blank for no change

Please Note: The Password must be at least eight characters long and must contain at least one capital letter,
one lowercase letter, and one number. Special characters are allowed, but not required.

Online Payments Support and Contact Info

Online Payments Support is available 24/7 by calling 1-855-CYNERGI (296-3744) or during normal business hours by
emailing support@hightouchinc.com.
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Admin Menu Options

Manage Users

Manage Users
Search: Add New User
User ID HO Cust ID Username Full Name Phone Email
1 htadmin HT Admin change@me.com
5 cstech Client Support 8552963744 suppori@hightoucinc.com
10 wriadmin WRI Admin info@werentit.com
101 010502450 I I 3165550001 ]
102 010800937 I I 3165559013 | ]
4072 N10004004 JAEEEERTAE

o Add New User: This option will be primarily used to add site administrators. It can be used to add customer
accounts as well, should the need arise, but typically customers will register on their own.

USER INFO
Username
Site Administrator [
Password MNew P
Name First M Last
HO Cust ID HO Cust ID
Address
Ci State Zip
CONTACT INFO
Home Fhone () R
Work Phone (FHHE) S
Cell Fhone e e
Email Address Ema @ | domain.com
] Customer receives account updates
[_] Customer receives deals and special offers

Add User Cancel
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1) The only required fields to populate when adding a site administrator are Username, Password, Email
Address, and you must also check the Site Administrator box. It is recommended to fill in the Name
fields as well, although it is not required.

2) You may leave the HO Cust ID field blank when adding a site administrator, as there is no customer
rental account to associate with this user.

USER INFO

CONTACT INFO

Name

HO Cust ID

Address

Home Fhone

Work Phone

Cell Phone

Email Address

Edit User: SMITHJASON

SMITH

01201234

1234 COZY DR

WICHITA K3

(316)555-9263
(316)555-1471

(316)555-4346

JASONS @ | HIGHOTUCHINC.COM

JASON

67202

| Customer receives account updates

«| Customer receives deals and special offers

Save Changes Cancel

Edit User: To edit a customer user account, click on the user’s name and it will pull up the user info screen where
changes can be made. After changes are made, click Save Changes, or Cancel to exit without saving.

o Delete User: Please contact High Touch Support at 1-800-959-HELP (4357) to have a user removed from the

system.
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Dashboard

The dashboard is an interactive feature that will show different breakdowns of online payment revenue. In addition, it
also has information on peak days/hours as well as a snapshot of new user registrations.
o Section 1: Online Payment Graph
This is an interactive graph showing successful and declined payment amounts. The data can be viewed by
Hourly or Daily increments which can be selected using the buttons in the upper right corner of the graph. The
default view is for All Stores, but the drop-down box can be used to filter for a specific store.

There are two ways to interact with the graph. Hovering the mouse over a particular point on a line (see picture
below) will show the actual data for that particular day or hour depending on which view is being used. To zoom
in, left click and drag the mouse to the date/time range you wish to enlarge. Click Reset zoom to reset to the
default view.

Store: i .

Reser zoom

vas-A WAL VA

o Section 2: Breakdown of Top Stores, Peak Days/Hours, and Payment Status %
Here the top stores for online payment revenue, peak days/hours, and a breakdown of successful payments vs.
declined payments can be viewed. Clicking the View option will bring up a bar chart with the same information.

Top Stores (View) Peak Days (View) Peak Hours (View) Payment Statuses

1. 00236 (335,765 97) 1 Fri(S628 699.67) 1 11:00 (5262818 29}

;A NseN

2 00234 (335320 90) 2 Sat (485,786 92) 2 10:00 (5197 065 98)
3 00155 (334 482 89) 3 Thu ($357 211 24) 3 12:00($194 020 45)
4 00087 (333766 81) 4 Mon ($328.984 46} 4. 13:00 (3180 643 15)
5 00263 (330,984 10) 5 Wed ($309.302 47) 5 09:00 ($162.220 64) ek

o Section 3: New User Registrations
This section simply shows a line chart showing new user registrations per day. Like the Online Payment Graph,
the mouse can be used to zoom in on this chart if needed.

New User Registrations

Reser 200m
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Reports
There are currently two types of reports available:

o Online Payments Received Report

This report will show summary and detailed online payment information for a selected date range. By default, it
will show all stores on the report, but you can filter for a specific store. To see all customers, leave the HO Cust
ID field blank or populate it if payment history for one particular customer is needed.

Please Note: Dates must be in YYYY/MM/DD format, or the report will not generate.

Example Payment Summary Report

Do 3 of Fayoman Socteaslel Amuan DGt Acocunty § Fused

2 Doclined

Example Payment Detailed Report

Sore  Ivokw 3 Fapnest DeteTise flegt®  HOCuset) RAs Pt Aot Saatin Autha

Transscsion 1

o User Activity Report — This report has three options available:

Report Parameters

Dates must be in YYYY/MMOO format
Start Date
End Date
HO Cust ID
ogtional)
Store
= joptioral

Select Report Type

Summary Report &
Both Summary and Detail
Datail Repon

Store Sommary

Show Payments
All @
Made

Dechned

1) Registered Users: This report will show all registered users along with their email address, HO Cust ID,

and date of registration.

2) All Activity (Non-Admin): This report will show login attempts, registration, and profile updates for all

non-admin users (customers).

3) All Activity (Admin): This report will show login attempts, registration, and profile updates for all admin

users.
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Marketing

The marketing option is where the site advertising banner can be set up. The Banner Link is the URL that will be loaded
once the user clicks on it. For example, this would typically be your company website. The Upload New Banner option is
used to upload a new JPEG picture that will display as the advertising banner (the banner shown below is an example).

THE

BIGGEST

?SEYEAR [ Cnoose Fiie | 142 tie chogen
ISINOW.HERE!

— e ~

Current Lo

Upload

Troubleshooting

The troubleshooting page can be used to look up additional information for a particular customer’s account. To see a
list of agreements for a particular customer, enter the Customer Account # into the Customer Account Number field and
click on the Fetch Customer Info/Agreements button.

Agreement information and additional logging can be searched for by using the Query Logs section. To search using this
method, enter the customer’s HO Cust ID or Last Name into the Query String field and click on Get Logs. An example is
shown below.

Customer Account Numbat

Fetch Customer infofAgreaments

Activity Log

Search
Usar 1D Ussmame HO Cust 1D Activity DatalTime
jasons HNO020004598 Logged in 2013.06.05 163636
g jasons HNO0200045%6 Updaled User KATHY RAMIREZ [Usae 1D 95) 2013-06-05 16.34.08
9 [Ba0ns HNOD2000455¢ Created User. (Usemame. MoC 20130605 163333
9 jasons HMD020004598 Usar Creation Faded (Usamame: Mec) 20130608 1853202
jasons HNDD20004558 Logged In 2013-06.06 1624 37
@ jasons HND020004558 Updatsd User JASON SLADE {Usee 1D 14) 2013-08-06 155213
“ jasons HN0020004558 Ipdated User JASON SLADE {User ID- 4 2013-06.05 15
9 jazons HNDD200045%8 Croated User Jasce Slade (Usemame asonsd) 2013.06.06 15:50 12
9 jasons HND020004555 User Profile Updsted 20130606 15.3940
[@s008 HNO020004553 FPaymsaet Made for Stors 00002 2013905-05 1515 53

Showing 1 1o 10 of 2 sntres

Revised 12/3/18 28 |Page



cynergi|suite. 2020

Performing a “Test” Online Payment

This section explains the steps to file a “test” online payment into the cynergi|suite system. This process is typically
used during initial activation of the site to ensure payments are filing successfully.

o

Start by creating a temporary test customer and rental agreement in the cynergi|suite system. You will use this
test customer and agreement to file a test payment in the online payment site. Another option is instead of
creating a test customer is to use an existing store employee if he or she is currently has an active rental from
the store. In this case, they can register on the online payment site and make a normal payment toward their
active rental agreement for testing purposes.

Look up the Customer Account# for the test customer or employee that will be used for the online payment
test. This can be found under Customer Maintenance in cynergi|suite (To locate a customer, go to Home Menu
— Customer Maintenance — Add/Change Customer Info and Search by customer name). The Customer Account#
can be found on the left-hand side as shown in the example below:

** ONLY GROUP FOR YOUR PARAMETERS **

Store Account Last Name - First Name Address City License

1 TEST TEST 1

Navigate to the Online Payment Site and register the new user using the Customer Account# of the test
customer or employee who will be testing the online payment.

Please Note: When registering, the username chosen must be between 4-10 characters. The Password must be
at least 8 characters long and must contain at least 1 capital letter, 1 lowercase letter, and 1 number.

Once successfully registered, click either the View/Pay My Agreements or Quick Payment link on the left-hand
side, which brings up the list of agreement(s) along with the Payment options.

After submitting the online payment, simply log back into the cynergi|suite system and check the test
customer’s account to verify the payment filed in the point-of-sale system. The Web payment may then be
refunded if necessary.
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