
Onboarding Journey for 
Merchant

Merchant View



1. The merchant should check their e-mail and spam 
filter regularly for Approval or request for 
information

2. If all information and signatory is in order the 
approval time can be as quick as 5 business days

3. If information is missing or is not in line with 
public registers, the Onboarding team will contact 
the merchant by phone and e-mail 

4. Merchants can see approval status in the Easy 
portal but will also receive e-mails with updates

When you want to ensure a smooth 
onboarding

Sign-up link Activate account

Fill and sign 
application

Evaluation

Request for more 
information

Approved or 
rejected
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Initiating onboarding from a merchants’ 
perspective

1. Keep an eye on your inbox, for the 
activation e-mail

2. Click the activation link in the e-mail

3. Create a password for the Easy portal. 
The account is created with the e-mail you received the invitation 
to; this can be changed later.

4. Log in to the portal
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Filling in the submission form after the 
first login 

1. Fill in the basic information about your 
company

2. Scroll down to fill in additional information

3. Select the correct beneficial owner and 
type in the information
Anyone who owns more than 25% of the company needs to be 
identified with social security number.

4. Check that all information matches public 
registers 

Name - Country

1
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Filling in webshop and bank details

1. Fill in the information as listed

2. If the website is not live yet, please add credentials so the 
Onboarding team can review

3. For a faster onboarding, please check that the items in 
the list are visible on your website before continuing

1. Active URL (if not live, should be accessible with credentials)
2. Terms and conditions on the site
3. Products and related prices
4. Visible Company registration number
5. Contact information for your company
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Controlling payment methods and 
pricing

1. Add or remove payment methods by using 
the toggle

2. Double check pricing, if something looks 
off, contact your seller

3. Scroll down to confirm to and continue to 
summary
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Signing the agreement

1. Review the summary and ensure all 
information is correct

2. If you are the signatory, fill in your 
information, read the terms and conditions 
and continue to digital signing

3. If you are not the signatory, fill in the 
signatory information and tick the e-mail to 
signatory box
If the form is signed by a person without signing rights, power of 
attorney and copy of ID will be requested.

4. Keep an eye on your e-mail inbox and 
spam filter, if information is missing you will 
be contacted by phone and e-mail
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