
THE ONLY COMPLETE BILLING & PAYMENT SOLUTION 

Background
ClickPay processes 100% of receivables for many of our clients. While ClickPay has always pro-actively produced digital 
receipts for Online Payments, ClickPay does not send email receipts for Paper Check, Money Order and Cash transactions. 
However, ClickPay retains Records of all transactions processed through the system and now makes these Records 
available as receipts for all ClickPay Users.

Is This Compliant? 
These tools are both retroactive and proactive; all payments processed through ClickPay since the beginning of the Unit/
Account’s history will be available once “offline payments” are shared with a specific Unit/Account. In this manner, you will 
have provided receipt accessibility for all transactions processed through ClickPay to your residents/tenants for both online 
and offline transactions. 

How Does it Work?
Residents can access these receipts in a number of ways. The only rule is that they must register for ClickPay in order to 
get access to these receipts. ClickPay requires entry of an email address, and phone number to register. Once a resident is 
enabled to “view offline receipts” they will have access to all current, past, and future offline payments made to that Unit/
Account, whether by them or by a co-resident.

About The New Tools: 
In the wake of the 2019 New York City Rent Regulations, ClickPay has developed a new set of tools to make the Records 
of these “offline payments” available to ClickPay users who are registered for the Unit/Account to which the payment was 
made. ClickPay is now offering this functionality to present digital receipts to your residents through email and through 
their Payment History within their User Accounts, 24/7/365. These tools must be enabled by the ClickPay team, so please 
notify your Customer Success Manager if you’d like to register for the service.
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ClickPay Receipt Warehouse Manual

2. �Invitation Wizard: Administrators can invite users (register) to ClickPay, register them for a specific Unit/
Account and share “offline receipts” with them with a single action.

3. �Integrated Emails: If you have “Automated Registration” feature enabled, your residents will be automatically 
registered for ClickPay upon you keying them into your Property Management Software. 

a. Please note that the unit/account will need to be enabled to view offline payments as noted below in #4.

a. Past receipts can be emailed for both online and offline payments.

1. �Email Past Receipts: An Administrator can trigger an email for any past receipt to any registered user of that Unit/
Account through Financial Reports > Payment History

a. Past receipts can be emailed for both online and offline payments.

i.	 Navigate to Financial Reports > Payment History.
ii.	 Search for the transaction(s) you’d like to resend receipts for.
iii.	 Select the icon for “Send Email”

4. �Existing Accounts: In Property Management, you now have the ability to share Lockbox/Cash/Money Order and Bill 
Pay items directly with users with this simple checkbox. Registered users for that account will all see the items directly 
within their Payment History.
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iv.	 Select a Current User.  
v.	 Resend Receipts. 
vi.	 Receipts are queued and will arrive to the user within 30 minutes of transmission. 

Functionality Walkthrough 

i.	 Navigate to Financial Reports > Payment History.
ii.	 Search for the transaction(s) you’d like to resend receipts for.
iii.	 Select the icon for “Send Email”

A. Email Past Receipts
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Receipt Sample - Details Inside: Name, Address, Payment Date, ClickPay ID, Confirmation Number, 
Payment Method and LLC Name (recipient), Merchant (ClickPay), Descriptor, Contact Information 
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i.	 New Users who have not yet registered for ClickPay can be invited to join 
(pre-registered) by navigating to Management > Invitation Wizard and entering their email 
address and phone number. 

ii.	 Make sure to check the box “Allow User to view offline payments (Paper Checks, Money 
Orders and Bill Pay Payments)” to provide them access to these items.

B. Invitation Wizard



i.	 If you get a request for a specific Account to view Offline Payments, you can enable this 
feature for the Unit/Account and all current Users registered will have visibility to these 
payments 

ii.	 Location: Management > Property Management

C. Register Existing Users and Accounts for Offline Payments

1.	 Edit
2.	 Check the Box “Allow User View Offline Payments”
3.	 Optional – Enter a comment regarding the reason or timeline associated with 

enabling this view in “Internal Comment Reason for Offline View”
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