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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.  It is required to access your account. 

 

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

 
 
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. 

 
 
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. 
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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. 
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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. 
 

 
 

[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. 
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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. 

• 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. 

• 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. 
 

 
 
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. 
 

 
  

6) Once you log in and verify your address, phone, and email, you will have access to your online payments 
account. 
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Login to View Rental Agreements and Make a Quick Payment 

1) At the 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. 

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

side of the screen: 

 
• 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. 
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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. 

  
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. 

 

3) The Account Details screen also provides three interactive buttons: 

• Pay Checkbox: Click the box in the Pay column to turn on or off which agreements you would like to 
pay, with some restrictions. 
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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. 

 
Please Note: The EPO amounts shown are pre-tax.  Local sales tax will be applied during EPO. 

• 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 enrollment process. 
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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: 
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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. 

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

 
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. 

 
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.
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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. 

 
 

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. 
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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. 

 
 

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. 
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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 3rd-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). 
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The changes also allowed the Credit Card Reconciliation Report (CCRCONRP) to be selected by OLP. 

 

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.   

 

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. 

 
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. 

o Nevertheless, the user should always click YES for refunding the entire transaction. 

o This will allow the system to bundle the refund the same exact way the original payment was made.  
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Once the payment to be refunded is selected and the user returns to the payment screen, click the TENDER button.   

 

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. 

 

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. 
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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. 

 

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.  

 

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”: 
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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. 

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

 
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. 
 

     
 
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. 
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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. 

  
o For a balance 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. 

 
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 1 to 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. 

 

o Simply enter a new password in the Change Password fields and click Save Changes in the lower right corner. 

 
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. 
 

  

mailto:support@hightouchinc.com
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Admin Menu Options 
 

Manage Users 

 

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. 
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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. 

 

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. 

 
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. 

 
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. 
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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 

 
 
Example Payment Detailed Report 

 
 
 
 

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

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. 

  



 
Store Manual 2020 

 

Revised 12/3/18    28 | P a g e  

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). 

 
 

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. 
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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. 

o 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: 

 

o 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. 
 
 

 


