
 

Merchant 
User Guide

 

Instructions for 
Completing the  
New Merchant Set-up 
Forms for Bill Me Later 
September 18, 2008 | Version 2 



Instructions for 
Completing the New 

Merchant Set-Up Forms for 
Bill Me Later 

 

© Chase Paymentech Solutions, LLC – 2008 – All rights reserved 

4 Northeastern Boulevard 
Salem, New Hampshire 03079–1952 

603–896–6000 
www.ChasePaymentech.com 

This document contains confidential and proprietary information of Chase 
Paymentech Solutions, LLC. No disclosure or duplication of any portion of these 

materials may be made without the express written consent of Chase Paymentech. 
These materials must be used solely for the operation of Chase Paymentech 

programs and for no other use. 



Table of Contents 
 

Introduction .................................................................................................................................1 
New Merchant Account Set-Up Form for Bill Me Later Processing .......................................2 

General Information: .................................................................................................................2 
Section 1: Corporate Information ..............................................................................................2 
Section 2: Your Monthly Financial Reporting Cycle..................................................................2 
Section 3: Company Contacts ..................................................................................................3 
Section 4: Business Unit ...........................................................................................................5 
Section 4a: Transaction Division...............................................................................................5 
Section 5: Chargeback Contact ................................................................................................7 
Section 6: Processing Method ..................................................................................................8 
Section 7: US Bank Account Information..................................................................................9 
Section 7: Legal Authorization ................................................................................................10 
Section 8: Report Center, Transaction History and Chargeback Management Access Form 11 

Addendum for Application for Bill Me Later Processing Service Agreement/New Division 
Request......................................................................................................................................13 

General Information ................................................................................................................13 
Section 1: Company / Contact Information .............................................................................13 
Section 2: Chargeback Contact ..............................................................................................14 
Section 3: Business Unit .........................................................................................................14 
Section 3a: Transaction Division.............................................................................................15 
Section 4: Processing Method ................................................................................................17 
Section 5: US Bank Account Information................................................................................17 
Section 5: Legal Authorization ................................................................................................18 
Section 6: Report Center, Transaction History and Chargeback Management Access Form 19 
Section 6a: Authorization ........................................................................................................20 

 
 

© Chase Paymentech Solutions, LLC - All rights reserved  Page i 
BML Set-Up Forms Instructions 0908.doc  Created: 09/18/08 



Introduction 
 

New merchants are required to complete the New Merchant Paperwork prior to going live.  This 
information is vital to a successful implementation.  The following forms are required as part of 
this paperwork: 
 

• New Merchant Account Set-Up Form for Bill Me Later Processing (US only) 
• Addendum for Application for Bill Me Later Processing Service Agreement/New Division 

Request (US Only) 
 
This Guide will walk you through each of these forms.  If you have additional questions, please 
feel free to contact Merchant Services at 603-896-8333 or your sales representative. 
 
 
 
Note: Any area NOT labeled as mandatory may still be required if your company will 

require it.   
 
For example:  A Technical Contact is not required in all situations.  Due to this, it 
cannot be listed as mandatory in this document.   
Many companies however, are required to have a Technical Contact.  If your 
company requires a Technical Contact, than this information must be completed 
in the space provided. 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing 

  
General 
Information: 

On the top of this form is the Fax information for returning the form to Chase 
Paymentech. 
 
It is very helpful to include your Chase Paymentech Sales Contact’s name 
and your projected Live Date.   

  
Section 1: 
Corporate 
Information 

The information in Section 1 is mandatory and all areas must be completed.  
This information will give Chase Paymentech your legal company name and 
address as well as the nature of your business. 
 
THIS SECTION IS MANDATORY 

 

   
Section 2: 
Your Monthly 
Financial 
Reporting 
Cycle 

Section 2 is for indicating if your financial reporting cycles on the Calendar 
Year or on the Fiscal Year.  Indicate which by placing a check next to either 
Calendar or Fiscal.  If a Fiscal Year is indicated, please enter all month ends 
and dates in the form. 
 
THIS SECTION IS MANDATORY 

 

0Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

   
Section 3: 
Company 
Contacts 

The Company Contacts allow us to communicate with the appropriate people 
regarding changes in regulations, fee schedules, any contract, banking, 
reporting or technical issues.  There are several types of contacts: 

• Executive – This is the primary contact between Chase Paymentech 
and the merchant account.  This is a mandatory contact contractual, 
banking and general business information.  Access for your internal 
contacts to the Paymentech Online application will also go through 
this contact. 

 
THIS SECTION IS MANDATORY 

  
• Finance – This is the person who can give Chase Paymentech 

financial information as well as able to sign for banking changes.  
Access for your internal contacts to the Paymentech Online 
application will also go through this contact. 

 
THIS SECTION IS MANDATORY 

 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 3: 
Company 
Contacts, 
continued 

• Reserve Report – This contact is NOT a mandatory contact.  This 
person would receive monthly reserve reports. 

  
• Technical – This is the contact for all technical issues (this contact is 

not mandatory). 
 

 
 

If the same person will be the contact for more than one of the above 
categories, please fill in each section on the form with their information.

 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

 
Section 4: 
Business Unit 

This section must be filled in if the Business Unit name is different from the 
Division name.   
 

 

 
Section 4a: 
Transaction 
Division 

This section is for the Transaction Division.  If you have multiple Transaction 
Divisions, please list them on separate pages.   
 
The “How do you market this product” selections should only be those that 
apply to the division listed for this particular form. 
 
Please check off all ways your consumers will provide credit to you for the 
product referred to in this form.  If they will be able to use the internet, be 
sure to indicate if there is an encryption method used, and if the site is 
secure.   
 
Also, please indicate what the transaction ceiling limit is for these purchases. 
 
THIS SECTION IS MANDATORY 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

 

 

 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 5: 
Chargeback 
Contact 

The Chargeback Contact is the person who will be receiving all documents 
from Chase Paymentech for any disputed transactions and will be 
responsible to send required documentation to Chase Paymentech so that 
we may fight on your behalf. 
 
You will need to give the contact’s name and contact information as well as 
indicate if this person will need access to Transaction History, the Report 
Center or both in order to track transactions. 
 
THIS SECTION IS MANDATORY 

 
 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 6: 
Processing 
Method 

If you will be using any additional services for the division listed on this form, 
please note each in this section. 
 
The contact for the Orbital Payment Gateway (#3) could be either the 
technical contact or the third party contact.  You must have a contact listed 
here if you will be using the Orbital Payment Gateway. 
 

 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 7: US 
Bank Account 
Information 

The Bank Account Information section is for indicating the ACH Transfer or 
Wire Transfer information for depositing money to your account in a US 
bank.  You will want to indicate how you wish funds to be deposited; either 
through ACH Transfer or Wire Transfer.  Indicate any special instructions and 
the banking information. 
 
THIS SECTION IS MANDATORY  

 
 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 7: 
Legal 
Authorization 

The authorization must be completed for all options chosen.  Please be sure 
to print the Legal Merchant Name and your name legibly in the top two 
spaces prior to signing.  Include a copy of the cancelled check to the bank 
that you listed on the form. 
 
THIS SECTION IS MANDATORY 

 
 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

 
Section 8: 
Report 
Center, 
Transaction 
History and 
Chargeback 
Management 
Access Form 

Section 8 is to indicate all employees who will need access to the 
Transaction History, Chargeback Management System (CBIS) and/or Report 
Center features of Paymentech Online.  Report Center allows users to review 
the reports sent by Chase Paymentech.  Transaction History allows users to 
look up transaction information by Merchant Account # and by BML Account 
#.  CBIS allows users to review the company’s chargebacks and respond in a 
timely fashion.  This access will be granted at the Company level unless you 
specify otherwise. 
 
Please remember that if you have an employee who should no longer have 
access to these areas, you must advise Chase Paymentech so that we can 
change or close access to your reports as quickly as possible. 
 
If you have more then two users who will require access to Transaction 
History or the Report Center, please submit additional forms until you have 
all needed users accounted for. 
 
THIS SECTION IS MANDATORY 

 

 

Continued on next page 
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New Merchant Account Set-Up Form for Bill Me Later 
Processing, Continued 

  
Section 8a: 
Report 
Center, 
Transaction 
History and 
Chargeback 
Management 
Access Form, 
continued 

 
At the bottom of this section is an area to be signed.  Please print your name 
and title above prior to signing.  This MUST be signed by either the Executive 
or Financial Contact. 
 
THIS SECTION IS MANDATORY 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request 

  
General 
Information 

The top of this form is just for the date and your Company ID number.  It is 
important to fill these two sections in. 
 

 

  
Section 1: 
Company / 
Contact 
Information 

This is where all your company information is listed.  Your legal company 
name, tax ID, the contact name who you’d want Chase Paymentech to refer 
to if questions arise, and that person’s contact information. 
 
Please check if the transactions for the new division will be processed by the 
company or by an additional company being added to the Parent Company.  
If it is an additional company, fill in the legal name, its ownership or affiliation 
to the Parent Company and then sign to verify that the information filled in is 
correct.  A company that has subsidiary companies is a parent company. 
 
THIS SECTION IS MANDATORY 

 
 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

  
Section 2: 
Chargeback 
Contact  

The Chargeback Contact is the person who will receive any documents 
and/or communication regarding the division’s chargebacks.  If the division 
will process chargebacks with Chase Paymentech, this information must be 
completed. 
 
Include the name of the individual or fulfillment group, contact information, 
and whether or not the contact will require access to the Transaction History 
and Report Center areas of Paymentech Online 
 
THIS SECTION IS MANDATORY 

 

  
Section 3: 
Business Unit 

If the Business Unit that you are adding will be different from the Division that 
you are adding, please indicate this information in Section 3. 
 

 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

  
Section 3a: 
Transaction 
Division 

This section is for the Transaction Division.  If you have multiple Transaction 
Divisions, please list them on separate pages.   
 
The “How do you market this product” selections should only be those that 
apply to the division listed for this particular form. 
 
Please check off all ways your consumers will provide credit to you for the 
product referred to in this form.  If they will be able to use the internet, be 
sure to indicate if there is an encryption method used, and if the site is 
secure.   
 
Also, please indicate what the transaction ceiling limit is for these purchases. 
 
THIS SECTION IS MANDATORY 

 

Continued on next page 

© Chase Paymentech Solutions, LLC - All rights reserved  Page 15 
BML Set-Up Forms Instructions 0908.doc  Created: 09/18/08 



Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

 

 
 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

 
Section 4: 
Processing 
Method 

Section 4 is where you are able to describe your processing method.  Please 
indicate who will be submitting your transactions to Chase Paymentech.  
 
This contact could be either the technical contact or the third party contact. 
 
THIS SECTION IS MANDATORY 

 

 
Section 5: US 
Bank Account 
Information 

Section 5 is to indicate the Banking information on a US bank. You will want 
to indicate how you wish funds to be deposited; either through ACH Transfer 
or Wire Transfer.  Indicate any special instructions and the banking 
information. 
 
THIS SECTION IS MANDATORY 

 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

 
Section 5: 
Legal 
Authorization 

The authorization must be completed for all options chosen.  Please be sure 
to print the Merchant Legal Name, and your name legibly in the top two 
spaces prior to signing.  Include a copy of the cancelled check to the bank 
that you listed on the form. 
 
THIS SECTION IS MANDATORY 

 
 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

  
Section 6: 
Report 
Center, 
Transaction 
History and 
Chargeback 
Management 
Access Form 

Section 6 of the form is to indicate all employees who will need access to the 
Transaction History, Chargeback Management System (CBIS) and/or Report 
Center features of Paymentech Online.  Report Center allows users to review 
the reports sent by Chase Paymentech.  Transaction History allows users to 
look up transaction information by Merchant Account # and by BML Account 
#.  CBIS allows users to review the company’s chargebacks and respond in a 
timely fashion.  This access will be granted at the Company level unless you 
specify otherwise. 
 
Please remember that if you have an employee who should no longer have 
access to these areas, you must advise Chase Paymentech so that we can 
change or close access to your reports as quickly as possible. 
 
THIS SECTION IS MANDATORY 

 
 

Continued on next page 
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Addendum for Application for Bill Me Later Processing 
Service Agreement/New Division Request, Continued 

  
Section 6a: 
Authorization 

Section 6a reminds you to submit additional forms for additional users. 
 
It is Mandatory that the Executive or Financial Contact sign to authorize this 
form. 
 
THIS SECTION IS MANDATORY 
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