Applying for Keap Pay

This article applies to:

Pro
Max
Ultimate

When applying for Keap Pay, we ask for information that is essential to the
onboarding and underwriting process. Some of this information is for legally-
required “Know Your Customer” (KYC) or “Know Your Business” (KYB) processes
to identify and verify the identity of customers in order to prevent financial
crimes such as money laundering and terrorism financing.

Throughout this article, each step of the application will be broken down to
provide further details on what exactly is needed and why it is required.

1. Current Prerequisites

2. Representative information and Organization Type
3. Legal Business Details and Payment Volumes

4. Business Address Information

5. Beneficiary Owners Details

6. Bank Account Connection

7. Application Reviewal

8. Terms of Service Agreement and Submission

9. FAQ’s

Current Prerequisites

Currently, there are a couple of prerequisites that you will need to have completed
in order to begin your application with Keap Pay, please see below,

o Active business filing with both the required federal and state
agencies

e Valid and Active EIN (disregard if Sole Proprietor)
¢ Personal Identifiable Information for every beneficiary owner

e Active Bank account owned by the business or one of the beneficiary
owner(s)


http://bit.ly/2WNQ7vw
https://keap.com/keap-max
https://help.infusionsoft.com
http://help.keap.com/#current-prerequisites
http://help.keap.com/#representative-information-and-organization-type
http://help.keap.com/#legal-business-details-and-payment-volumes
http://help.keap.com/#business-address-information
http://help.keap.com/#beneficiary-owners-details
http://help.keap.com/#bank-account-connection
http://help.keap.com/#application-reviewal
http://help.keap.com/#terms-of-service-agreement-and-submission
http://help.keap.com/#faq%E2%80%99s

For more information on why this is required, you can visit the FInCEN website
using www.fincen.gov and https://www.fdic.gov/news/financial-institution-
letters/2021/fil21012b.pdf.

When you're ready to apply for Keap Pay, please go to your payment processing
settings and click the “Set up Keap Pay” Button to get started, or click one of the
links below,

*Note: If you're currently in the Keap Max Classic Interface, you will need to toggle
to Keap Ultimate in order to begin your application.*

Keap Ultimate

Keap Pro/Max

Payment processing

Choose a payment processing option to collect money from your clients.

Connected processors

keap

Your growth with every transaction

Keap Pay accepts Visa, Mastercard, American Express and Discover. Only available in the U.S. Learn more
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Access to Keap's payment and deposit dashboards, where you can easily
manage all your transactions.
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2.99% rate + 30 cents transaction fee, no hidden fees. Competitive rates for
processing of more than $100k/month.

Set up automatic billing for recurring fees, or collect one-time payments.

Transfer credit card tokens from current processors to Keap Pay.

QU @ [0

Easy application and setup, most of your information is pre-filled.

| Set up Keap Pay e

Questions about Keap Pay? Visit our FAQ or contact Customer Support.

Representative information and Organization Type

The first step in the application process asks for basic contact information for the
primary contact for your Keap Pay account. Whoevers contact information is
entered will be the main point of contact for any outreach from the Payments team
after your Keap Pay account has been approved.

The organization type is a dropdown asking if your business is filed as an LLC,
Corporation, Sole Proprietorship, etc. Please select the option that matches the legal
filing of your business.


http://www.fincen.gov/
https://www.fdic.gov/news/financial-institution-letters/2021/fil21012b.pdf
https://app.infusionsoft.com/settings/sales/payment-processing
https://keap.app/settings/sales/payment-processing

< Keap Pay setup

6 Steps
Merchant onboarding

® Approximate completion time — 05:30 min

First name Last name
[ - ] [ - ]

Business email Organization type

{ v ] Select v

Next step

Legal Business Details and Payment Volumes

Next, you will need to provide your legal business details, specifically the,
¢ Business Legal Name
e Business DBA Name
e Tax ID/ EIN (n/a if Sole Proprietorship)

¢ Merchant Category Code (MCC)

When entering your legal information, such as your business legal name, be sure to
enter it exactly as it shows on your legal documents.

The second part of this step asks for more information on your payment volumes.
These volumes are what’s used to monitor the transactions that you will be
processing through Keap Pay. As a financially responsible service, Keap Pay is
subjected to monitoring transactions in order to stay in compliance with AML and
CTF laws (Anti-Money Laundering & Counter-Terrorism Financing).

Payment Volumes

Average Payment Amount

The average amount of money charged per transaction. In other words, the cost of
your most popular product/ service.

Maximum Payment Amount

The highest amount of money charged in a single transaction. In other words, the
cost of your most expensive product/ service.



Total Monthly Payments Amount

The total amount of money transacted per month. In other words, the average
amount you expect your business to transact with Keap Pay per month.

*Note: for more information on payment volumes, please refer to the help center
article linked here*

< Keap Pay setup

Step 2 of 6

Enter your business details

Business legal name Business DBA
TaxID @
Phone number Website

(200X) JOOLXHRHX www.example.com

Enter your estimated activity

@ Let us know the estimated payment activity you plan to run through us

Average payment amount Maximum payment amount

50 $0

Total monthly payments amount

$0

(_

Business Address Information

Step 3 will then ask for the legal address information for your business. The address
must be a physical address, meaning that P.O box addresses are not allowed.


https://help.keap.com/help/keap-pay-payment-volumes

¢ Keap Pay setup

Step 3of &

Enter your business address information

Address

123 Main St ~ }

() Second address line?

Country City

United States of America Atlanta N }
State ZIP/Pastal code
[ Select v ] [ 12345 4 }

e

Beneficiary Owners Details

When an individual opens any financial account, including a payment processing
account with Keap Pay, they are required to provide personal information. This is
because financial institutions and their partners are required by law to identify and
verify the identity of their customers in order to prevent financial crimes such as
money laundering and terrorism financing.

The personal identity of every beneficiary owner needs to be verified, The U.S.
government defines a beneficial owner as any individual (1) who directly or
indirectly owns or controls 25% or more of the company, and (2) who directly or
indirectly exercises “substantial control” over the reporting company.

*Note: for more information on beneficial ownership, please refer to the help center
article linked here*


https://help.keap.com/help/keap-pay-beneficial-owners-data-requirement

¢ Keap Pay setup

Step 4 of &

Enter your owner details

Owner 1 *—

First name Last name
Date of birth Social security number (3)
M / DD / YYYY
Email Phone number
O0K) 200000
Address
123 Main 5t

[[] Second address line?

Country City
United States of America Atlanta
State ZIP/Postal code
Select ~ 12345
‘Ownership %
o
All owners with ownership of mare m = included id up t whne:

Bank Account Connection

With Step 6, you will be required to connect the bank account that you would like
your payments to be deposited into. For connection, there are two different options

¢ Connect with bank login - through Plaid

¢ Add bank manually - manually enter your bank account details

¢ Keap Pay setup

Step 5 of 6

Your funds will be deposited to

Be sure to select bank accounts opened in the name of your business.

————————————
Connect with bank login or || Add bank manually

= Next step

Connecting your bank account with Plaid



1. Click “Connect with bank login” then either login with the phone
number registered with Plaid, or click “continue as guest”

¢ Keap Pay setup

Step 5 of 6

Your funds will be deposited *~

Be sure to select bank accounts opened it <~ Fruw

%
B 2 .

Enter your phone number

Use your phone number to log in or sign up with
< _ e _
B +1 Phone

By continuing, you agree to Plaid's Terms

Continue as guest

2. Next, search for the bank that holds the account you wish to connect

usILeU "
ypened it < & ruan X

Select your institution

£ Search for 12,000+ Institutions

CHASE ©

..

45:?

BANK OF AMERICA

(Ebank PEBERAL

USAA’

OneAZ Credit

Chime Union



3. Once you find your bank, click “continue to login” then login using
your bank account username and password.

*For example, if you have a bank account with Chase, you would search for Chase,
click login, then login with your Chase account login*
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sopenedit < g rerai X
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Log in at Chase

-
After logging into Chase, make sure you
check all these boxes:

%Ch&cking OF SaVings account

Continue to log in (2

Connecting your bank account manually

To add your bank account manually, click “Add bank manually” then enter the bank
account details into the popup. Once finished, click Add Bank Account.



Add bank account

Routing number ()

Account number & Repeat account number

Add bank account

Application Reviewal
Now that the required information has been entered fully, it's time to review your
application. Please read through each section carefully to ensure the data is

completely accurate.

Any boxes or fields highlighted in red contain missing information - please
click the “Edit” link and fill in the required information.

Once you have finished reviewing, continue on to the next steps.

¢« Keap Pay setup

Review your information

General ZEdit

First name - @ Owner 1first name is missing

Last name - @ Owner 1last name is missing

Email - @ Email is missing

Qrganization type Individual / sole-proprietor

Business £Edit
Business DBA name - @ DBA name is missing

Business legal name - @ Legal name is missing

Phone number - @ Phone number is missing

Website - @ Website is missing

MmcC - @ MCC is missing

Average payment amount - @ Average ticket is missing

Maximum payment amount - @ High ticket is missing

Total monthly payments amount - @ Average monthly volume is missing
Address ZEdit
Address - @ Business address line 1is missing

Address 2

Terms of Service Agreement and Submission



Now that you have completed reviewing your information, the last step is to agree
to the Terms of Service then submit your Keap Pay application.

You can find more information on the Terms of Services in the legal policies on the
Keap website, or click here.

Owner 2 Edit
First name - @ Owner 1first name is missing
- @ Owner 1last name is missing

- @ Owner 1date of birth is missing

- @ Owner 185N is missing
Email - @ Owner 1email is missing
Phone number - @ Owner 1 phone number is missing

Address - @ Owner 1address line 1is missing

- @ Owner 1 city is missing
State - @ Owner 1state is missing

ZIP/Postal code - @ Owner 1 postal code is missing

Your funds will be deposited to ® Bank detalls missing £ Edit
Bank
Routing numbel

Account number

I [J1 agree to the Terms of Service I _

<« Confirm & submit

Once your application has been submitted, you’ll be redirected to your payment
processor settings, you’ll see that the Keap Pay “Account Status” will now read as
“Pending”

Acceptance can take up to 3 business days. You will see your Keap Pay status
switch from pending then to Active once your application is approved.

Please note the following,

e You may receive an email from payments@keap.com after you sign up looking
for more information to get you activated.

e If it has been over 3 business days and you have not seen a change in your
status nor received any update from the Payments team please contact
support.


https://keap.com/legal/terms-of-service

Payment processing

Choose a payment processing option to collect money from your clients.

Connected processors

Keap Pay

2.99% rate + 30 cents transaction fee, no hidden fees. Accepts Visa, Mastercard, American Express
and Discover. Only available in the US. Learn more

m| e -
kevep Account Status
Pending s T — Manage
You have successfully completed the onboarding flow. Approval takes 48-72
hours.
FAQ’s

Q - Are there any businesses that are prohibited from using Keap Pay?

A - Yes we do have some business types that we prohibit from using Keap Pay. Many
of these business types are also against our AUP. Here is acomprehensive list of our
prohibited businesses for Keap Pay. If you see your business type on this list but you
are allowed to send email via Keap please contact support to see if we can make an
exception.

Q - | want to use Keap Pay but I’'m looking for a lower rate than what's
posted?

A - With Keap Pay we may have some flexibility in our pricing depending on a few
factors. If you would like to review, please contact your CSM or the payments team
using payments@keap.com.

Q - I filled out my Onboarding Form but I’'m still not active yet and
heard nothing.

A - It can take up to 3 business days for onboarding to complete. Your application
may require additional documents or information required for verification, please
check your email to see if you received communication from the Payments team
using payments@keap.com. If 3 business days have passed and you have not
received an email, please contact support.

Q - What does the transaction read on my clients bank statements?

A - When you apply for Keap Pay you are required to provide a DBA (Doing Business
As). When a client makes a transaction through Keap Pay, their bank account will
read RF*DBAName.


https://keap.com/legal/aup
https://keap.com/legal/keap-pay-prohibited-businesses

