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1. Summary 
ROTP, also known as Responsive One-Time Payment, is one of the Paymentus portals that you can access to
make bill payments. It is a fast and easy way to make a payment without having to register for an account. 
ROTP uses a unique Identifier to authenticate your identity when entering your account number. This gives the
Paymentus system the ability to present a bill total and determine where the funds must be sent to. 

ROTP enables you to: 
�
�

 Make payments to a single account or to multiple accounts at the same time. 
 Make payments using the embedded Chatbot, which uses machine learning to increase effectiveness 

after every interaction. 
�
�

 Save your payment method for future use. 
 (Optional) Enter an email address, if available, to automatically receive an email confirmation of 

payment or notification of any payment problems. 
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2. How To: Make a One Time Payment to a Single Account 

1.
2.
3.

In the Account Information page, from the Payment Type list, select a payment type.
Enter your Account Number, your ZIP Code, and your Email address. 
Select Continue. 
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4. On the Enter Payment Information page, ensure that the First Name, Last Name, and Daytime Phone
Number are populated. 
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5. 

6. 

7. 

 
The Payment Date updates to reflect the selected date. 
Note: A warning displays if the payment date selected is after the due date. 

 
Select in the field and use the Date Picker to select a future date for the payment. 

(Optional) In the Payment Features section, select Secure PDF eBills to receive future bills as a secure
PDF attachment in an email. 
Note: To learn more about Secure PDF eBills, see How To: Receive Secure PDF eBills. 
(Optional) Change the Payment Amount, as required. 
Note: Depending on Biller setup and configuration, the payment amount might be fixed and cannot be 
modified. 
In the Payment Date section, select Now to make a payment immediately or Later to make a payment 
on a future date. 

� If selecting Later, a pop-up calendar opens that enables you to select the desired date. 

�
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8. In the Payment Method section, select a payment method. Depending on the payment method
selected, a new payment form displays where you are required to enter additional details. 

� How To: Make a Credit or Debit Card Payment 
How To: Make a Payment via eCheck 
How To: Make a Payment via by PayPal, PayPal Credit
How To: Make a Payment via Venmo 
How To: Make a Payment via Amazon Pay 
How To: Make a Payment via Google Pay 
How To: Make a Payment via Apple Pay 

� 
� 
� 
� 
� 
� 
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9. Once the payment method is set, select Continue. 
10. On the Confirm Payment page, ensure that all the information on the page is accurate. To change any 

information, select Back and edit the information, as required. 
Note: Paymentus may charge a processing fee (e.g. $1.50 for Credit Cards, $1.00 for Debit Cards). 

11. (Optional) Save the payment method for future use by selecting the checkbox next to Use this payment 

method for future payments. 
12. Agree to the Payment Authorization Terms by selecting the checkbox next to it. 
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From the Payment Receipt page, you can: 

� Continue to make another payment by selecting Make another Payment.
Print the page by selecting Print. 
Return to the Home page by selecting Back to home.

� 
� 

13. Select Pay. The Payment Receipt page displays confirming that the payment was successful. 
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2.1 How To: Make a Payment via Credit or Debit Cards 

1.
2.

3. 
 

Continue with Step 9 in How To: Make a One Time Paymentto a Single Account. 

In the Payment Method section, select Credit Card or Debit Card. 
Then, enter the Card Number, CVV (Card Verification Value), Expiration Date, and Card Holder Name. 
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2.2 How To: Make a Payment via eCheck 

1.
2.
3.

4. 
 
Continue with Step 9 in How To: Make a One Time Paymentto a Single Account. 

In the Payment Method section, select eCheck. 
Select which account you want to use, Checking or Savings. 
Then, enter a Routing Number, Account Number, Bank Name, and Account Holder Name. 
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2.3 How To: Make a Payment via PayPal or PayPal Credit 

1. In the Payment Method selection, select PayPal or PayPal Credit.
Notes: 

� When selecting PayPal or PayPal Credit, the Continue button changes into PayPal or PayPal
Credit respectively. This only applies to the initial login into PayPal. 
If the PayPal account already exists as a wallet entry, the Continue button will not change. � 

PayPal Selected PayPal Credit Selected 
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2. You are redirected to the third party’s login page. In the pop-up window that displays, log into
your PayPal account. 
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3. Select the payment method that you want to use. 

PayPal Selected PayPal Credit Selected 
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4. 

5. 
 
Continue with Step 9 in How To: Make a One Time Payment to a Single Account. 

Select Agree & Continue. The pop-up window closes and the payment method is automatically added to
the list of available payment methods. 

PayPal Selected PayPal Credit Selected 
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2.4 How To: Make a Payment via Venmo 

1. 

Note: Venmo is only accessible from a mobile device within the United States.
If using any other device, Venmo will be grayed out. 

In the Payment Method section, select Venmo. 

 
Notes: 

� When selecting Venmo, the Continue button changes into a Venmo button instead. This only
applies to the initial login into Venmo. If you already used Venmo as a payment method for
this account before, the system will remember your login. 
If the mobile app is not installed, tapping the Venmo button will prompt you to download the 
app. 

� 
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2. Tap Venmo. The Venmo application automatically opens on your phone. 
Your Venmo account is automatically validated and linked to use as a payment method. If you do not
have sufficient balance in your Venmo account, the payment method defaults to the payment method
initially set up in Venmo. 
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2.5 How To: Make a Payment via Amazon Pay 

1. In the Payment Method section, select Amazon Pay and then select Continue.
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2. 

3.
4.

5. 

In the Amazon Pay pop-up window that displays, select .

 
You are redirected to the third party’s login page. Log into your Amazon account.
From Your Amazon Pay Wallet, select the payment method that you want to use. 

 
Select Use this Payment Method. The pop-up window closes and the payment method is automatically
added to the list of available payment methods. 
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6. Continue with Step 9 in How To: Make a One Time Payment to aSingle Account. 
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2.6 How To: Make a Payment via Google Pay 

1. In the Payment Method section, select Google Pay and then select
Notes: 

. 

� When selecting Google Pay, the Continue button changes into Google Pay. This only applies to
the initial login into Google Pay. 
If the Google Pay account already exists as a wallet entry, the Continue button will not change. � 
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2. 

3. 

4. 

Select the payment method that you want to use. 

 
Then, select Continue. The pop-up window closes and the payment method is automatically added to 
thelist of available payment methods. 

You are redirected to the third party’s login page. In the pop-window that displays, select your Google
account. 



23 | Page © 2021 Paymentus Corporation, All Rights Reserved 

5. Continue with Step 9 in How To:Make a One Time Payment to a Single Account. 
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2.7 How To: Make a Payment via Apple Pay 

Note: Apple Pay is only available on Apple devices (e.g. iPhone, MacBook, etc.) using the Safari browser.
Additionally, you must be signed into an iCloud account to add cards and make payments. 

1. In the Payment Method section, select Apple Pay then select . 
Notes: 

� When selecting Apple Pay, the Continue button changes into Apple Pay. This only applies to the
initial login into Apple Pay. 
If the Apple Pay account already exists as a wallet entry, the Continue button will not change. � 
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2.

3.

iPhone/iPad 

In the pop-up window that displays, from the Card drop-down list, select the payment method that you
want to use. 
Then, from the Contact drop-down list, select the email address associated with this payment method.
Notes: 

� If using an Apple laptop or computer, use Touch ID or your keyboard to complete the payment. 
If using an iPhone or iPad, use Touch ID or Face ID to complete the payment. � 

Mac with Touch ID Enabled Mac with Touch ID Disabled 
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4. Continue with Step 9 in How To:Make a One Time Payment to a Single Account. 

The pop-up window closes and the payment method is automatically added to the list of available
payment methods. 
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2.8 How To: Receive Secure PDF eBills 
Payment Features in ROTP enables you to enable or disable the Pay-by-PDF functionality. The Secure PDF eBills
option enables you to receive secure PDF eBills as an email attachment and make payments directly from within
the PDF. Your secure PDF eBills are password protected and apply to all Payment Methods. 
To find more information on how this feature works, select the ? question mark symbol next to the Secure PDF 
eBills option. 

Select Secure PDF eBills. Once selected, the Password field displays where you can enter a password.
Note: The password must be at least 10 characters long and contain a mixture of letters and numbers
and may include some special characters. This password will be required to open and view your secure
PDF eBills.

�
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3. How To: Make a One Time Payment to Multiple Accounts 

1.
2.
3.
4.
 

On the Account Information page, in the Payment Type list, select a payment type.
Enter your Account Number, your ZIP Code, and your Email address. 
Select Pay Another Account. 
Repeat step 2 for each account you want to pay. 
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5.

6.

7.
8.

9.

Continue adding accounts as required. Note that you can only add up to 10 accounts at a time. 

(Optional) To remove an account, in the Payment Type section, select . 
Note: You cannot proceed with the payment if you do not remove empty account fields. 
Select Continue. 
On the Enter Payment Information page, ensure that the First Name, Last Name, and Daytime Phone 
Number are populated. 
(Optional) In the Payment Components section, change the Payment Amount, if required. 
Note: Depending on Biller setup and configuration, the payment amount might be fixed and cannot be 
modified. 
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The Payment Date updates to reflect the selected date. 
Note: A warningdisplays if the payment date selected is after the due date. 

 
Select in the field and use the Date Picker to select a future date for the payment. 

10. In the Payment Date section, select Now to make a payment immediately or Later to make a payment 
on a future date. 

� If selecting Later, a pop-up calendar opens that enables you to select the desired date. 

�
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11. In the Payment Method section, select a payment method. Depending on the payment method 

selected, a new payment form displays where you are required to enter additional details. 
� How To: Make a Credit or Debit Card Payment 

How To: Make a Payment via eCheck 
How To: Make a Payment via by PayPal, PayPal Credit
How To: Make a Payment via Venmo 
How To: Make a Payment via Amazon Pay 
How To: Make a Payment via Google Pay 
How To: Make a Payment via Apple Pay 

� 
� 
� 
� 
� 
� 

 
12. Once the payment method is set, select Continue. 
13. On the Confirm Payment page, ensure that all the information on the page is accurate. To change any 

information, select Back and edit the information, as required. 
Note: Paymentus may charge a processing fee (e.g. $1.50 for Credit Cards, $1.00 for Debit Cards). 

14. (Optional) Save the payment method for future use by selecting the checkbox next to Use this payment 
method for future payments. 
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15. Agree to the Payment Authorization Terms by selecting the checkbox next to it. 
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From the Payment Receipt page, you can: 

� Continue to make another payment by selecting Make Another Payment.
Print the page by selecting Print. 
Return to the Home page by selecting Back to home. 

� 
� 

16. Select Pay. The Payment Receipt page displays confirming that the payment was successful. 
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4. How To: Use Chatbot within ROTP 
Chatbot is an automated service performed by a computer that can simulate conversations and various
interactions with people via a chat interface online. The Paymentus Chatbot is an AI bot, in the form of a widget,
currently integrated with ROTP. Chatbot can provide assistance and insight to customers while paying their bill 
or answer billing and account related questions. 

1.

2.

On the main ROTP page, select (the Chatbot icon). If Chatbot pop-up does not automatically open 
at the bottom right hand side of the page. 
Select an option available at the bottom of the chat (e.g. Pay my bill). 
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3. 

4.
5.

6. Select Continue. 

Chatbot will respond accordingly, based on the selected option. 
Note: The ellipsis (…) displays while Chatbot analyzes the answer provided in order to respond with the
most appropriate reply. 
Select whether to pay only One bill or Multiple bills. 
Then, enter the Account Information. 
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7.
8.

The Chatbot runs an inquiry about the bill type and account number for the bill that you want to pay. 
The Chatbot application provides the current balance and the bill’s due date for the account number
entered. It then provides you with the several options. 



37 | Page © 2021 Paymentus Corporation, All Rights Reserved 

9. Select whether you want to pay the full amount or pay a partial amount instead. 
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10. Additionally, select whether you want to Pay now or Schedule the payment for another time. 
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11. Select the payment method you want to use. 
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12. Enter the payment method details (e.g. Card Number, Expiration Date, the CVV, and the Name on 

Card). 
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Notes: 
� Select whether to Save this Payment Method for future payments. 

Additional Payment Methods will be added in the future (e.g. PayPal, Apple Pay, Amazon Pay,
etc.). 

� 



42 | Page © 2021 Paymentus Corporation, All Rights Reserved 

13. Enter your Contact Information to receive your payment receipt. 
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14. Review your current payment summary. To make the payment you must agree to the Payment 

Authorization Terms. 

 
15. Select I agree. The payment is then processed and a receipt with a confirmation number is sent to the 

email addresses provided via Chatbot. 
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