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How to accept credit cards at Queen’s 
GETTING STARTED: HOW TO OPEN A NEW MERCHANT ACCOUNT 

Financial Services’ General Accounting department provides guidance and assistance in setting up a 
debit or credit card facility, a merchant account, to allow university departments to accept payments 
other than by cash, cheque, or wire transfer. 

The below guidelines are for opening a new merchant account with Chase Paymentech and should meet 
the needs of most Queen’s merchants. If you are looking to open a non-Chase account the Payment 
Card Acceptance Procedures Section 3(PCI SSC) is the governing organization and an 

open forum responsible for the development, management, education, and awareness of Payment Card 
Industry (PCI) security standards. They define a merchant as any entity that accepts payment cards 
bearing the logos of any of the five members of the PCI SSC. These are American Express, Discover 
Financial Services, JCB International, MasterCard Worldwide, and/or Visa Inc. Merchants accept 
payments for goods and/or services. 

A merchant account enables Queen’s departments, faculties, and/or business units to accept credit or 
debit (card) payments for goods or services provided on behalf of Queen’s. 

1.1 DO YOU NEED A MERCHANT ACCOUNT? 
If you represent a Queen’s department, faculty, or unit and plan to accept credit or debit cards for 
payments of goods or services at Queen’s, then the answer is yes. We recommend reviewing the 
Payment Card Acceptance Policy to understand Queens’ position on accepting payment cards prior to 
proceeding. 



 

3 
 

3.1.2 Cellular PIN Pads 
These offer the same transaction types as the w
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Departments, faculties, and/or units should ensure that they have the appropriate internal processes to 
support the compliance activities as outlined in the 
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