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Introduction:   
 

The eStore solution will allow owners to more easily manage and grow events, conferences, and 

miscellaneous sales via the internet.  After implementation and training, an owner will have the 

ability to accept credit card transactions online for allowable tangible and intangible products 

and services as well as manage products in the their eStore.  

 

Steps for eStore Set-up:  
 

1. Requester should first schedule a meeting with Business Officer to determine department 

needs and whether a project ID is already established.  If not, a project must be 

established first.   

2. During this meeting the requester will complete the merchant request form and read and 

sign Humanities and Social Sciences Merchant agreement.  

3. D/PD will complete the PCI training at their respective workstations, which is 

approximately 90 -120 minutes (PCI Operator Training & PCI Site Manager Training), 

using their unity ID to login. Upon completion the D/PD will print certificates and send a 

copy to the Financial Business Officer.   

4. Once completed we can move forward with eStore set-up and have D/PD read and sign 

security agreement.   

5. The Financial Business Officer will submit merchant request form to Controller’s Office, 

who will also contact Enterprise Application Service.  Enterprise Application Service will 

contact the requester/department to begin process of eStore set-up.   

6. Lastly, D/PD will need to complete the red flag online user training, which takes 

approximately 20 minutes.   

 

The eStore is charged a credit card fee based on the amount of revenue produced 

monthly.  The Financial Business Officer will transfer revenues and expenses to your 

ledger 3xxxxx: Revenue normally by the 10th of the following month, and expense 

normally by the 10th bimonthly.  (For example: Revenue produced in July will be 

transferred by the 10th of August and expense fees transferred by the 10th of 

September). 

 

 

 

 

Additional References:   

 
Merchant Services:  

http://controller.ofa.ncsu.edu/merchant-services/becoming-a-merchant/ 

 

http://controller.ofa.ncsu.edu/merchant-services/becoming-a-merchant/

