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Signing up as a processor at CardFellow gives you the ability to place quotes in our marketplace and to claim 
and manage your profile page in our processor directory. If you do not wish to place quotes through 
CardFellow, you can still sign up for an account to manage your profile and respond to reviews. 
 
 
 

About CardFellow 
Processor directory 
How do I sign up as a processor? 
 
 
 

 

 

 

 

About CardFellow 

CardFellow is an online marketplace for businesses seeking credit card processing solutions. Merchants submit 

information about their processing needs, and processors in the CardFellow system place quotes based on the 

business’s needs. 

Processor directory 

CardFellow’s processor directory is a publicly viewable directory of information about credit card processors. 

The processor directory contains comprehensive profiles of processors, offering businesses an objective 

overview of individual processors, contact details, reviews of the processor, and a section for the processor to 

include information that they choose. 

How do I sign up as a processor? 

If you’ve been invited to place a quote for a business or would like to manage your processor directory page, 

follow the steps below to sign up for your free processor account. By signing up for CardFellow, you agree to 

our Terms and Conditions for processors.  

 

 

User Guide – Sign Up 
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To sign up as a processor 

Step 1. Click on the “Processors” link at 

the top of the homepage. 

 

Step 2. Locate your company profile and 

click on the logo. 

 

 

 

 

 

Step 3. Click on the second tab (your 

company name) in the profile. 

 

Step 4. Click the “Register at CardFellow” 

link. 

 

 

Step 5. Complete the information required 

on the processor sign up page. You will 

need to provide: 

 Contact information  

 A username and password 

 Business age 

Once you have submitted your 

information to CardFellow, you’ll be able 

to log in to your new account. 

 

 

 

Related Information 

View quote requests 
Place quotes 
Edit your processor profile 

Why should I sign up at CardFellow? 
CardFellow serves businesses in a variety of industries. Signing up at CardFellow gives you the ability to control your image 

within the CardFellow processor directory and provides access to our quoting system for businesses that are looking for you 

and request a quote from your company. 
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Processors in the CardFellow marketplace are encouraged to maintain an accurate processor profile in our 
directory. Processor profiles are publicly visible online and to merchants to whom you offer quotes. Businesses 
may review your profiles as part of their research before choosing a quote and may add reviews about your 
service. 
 
 
Components of processor profiles 

 Processor details 

 CardFellow-maintained page 

 Processor-maintained page 

 Reviews 
o Web 
o Verified 

 
How do I… 

 Edit my profile 

 View and respond to reviews 
 

 

Components of processor profiles 

Processor details 
The “Profile” tab in a processor profile 

contains a section of contact and business 

details, including: 

 Address 

 Phone 

 Website 

 Date founded 

 Acquiring bank (if available) 

 
 

CardFellow-maintained page 
The second half of the page in the “Profile” 

tab is the CardFellow-maintained processor 

profile, designed to give an objective view of 

your processing services and offerings.  

Processors are not able to directly edit this 

page.  
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Processor-maintained page 
The processor-maintained profile page is the 

second tab in your profile, listed as your 

business name.  

Edits you make to your profile will appear in 

this section.  

 
Learn how to edit your profile 

 
 
 
Reviews 
The last two tabs in the processor profile are 

reviews. There are two types of reviews: 

verified reviews, and web reviews. 

Verified reviews are reviews from businesses 

that have chosen a processor’s quote 

through the CardFellow marketplace, and 

whom we have verified are working with the 

processor they are reviewing. Businesses can 

update their review of their processor whenever they like.  

Web reviews are not validated by CardFellow 

and can be placed by any business. 

CardFellow cannot guarantee that a business 

that writes a web review works with the 

processor they’re reviewing.  

 

How do I… 

Edit my profile 
We strongly encourage you to keep your processor profile up to date. You can edit your profile at any time to 

reflect new services, changes to your business, or to address common questions. Use your profile section to 

highlight your key services and show your value to businesses.  

 

To create or edit your profile 

 

Step 1. Log in to CardFellow. In the 

Profile tab, click “Your page.” 
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Step 2. Enter the information you’d like 

to add to your processor profile. 

Examples of helpful information include: 

 Services available  

 Information on equipment 

 Benefits to working with you 

 Services or equipment unique to 
your company 

 
 
 
 
 
 

 
View and respond to reviews 
Processors registered with CardFellow have the ability to reply to reviews in their processor profile. Replies 

from processors are viewable to the public.  

 

To view and respond to a review 

 

Step 1. Log in to CardFellow. In the Profile 

tab, click “Reviews.” 

 

 

 

Step 2. Once you’re on the reviews page, 

you can view all your reviews, or filter by 

review type (positive, negative, or neutral.)  

You can also see a snapshot of your average 

ratings in different categories. 

 

 

Why should I create and maintain my processor profile? 
Creating and maintaining your processor profile benefits you by providing businesses with information as they determine 
which processor they want to work with. By maintaining an accurate, helpful profile, businesses who are looking for your 
services are able to find you quickly, and request a quote directly from your profile. 
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Step 3. When you locate a 

review you want to reply to, 

click “Respond to this review” 

underneath the review.  

 

 

Step 4. After clicking 

“Respond to this review” a 

reply box will appear. Type 

your response, and click 

“Submit.” 

 

 

 

Once you click “Submit,” your 

reply will be posted pending 

approval from CardFellow. 

Approved replies will be 

visible immediately below the 

review. 

 

 

 

 

 

Related Information 

Processor sign up 
Place quotes 
 
 
  

Why should I reply to reviews? 
Replying to reviews shows users that you’re active in the CardFellow marketplace, so they know they can get answers from you 
if they have questions or problems. It also allows you to publicly explain your side of the story if someone leaves a negative 
review. 
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The CardFellow quote system is a robust platform that allows you to place quotes for businesses that are 

seeking credit card processing. As a member, you can place quotes for any business that requests a rate quote. 

Manual quoting is the process of placing a quote for one specific business. With manual quoting, you’ll enter 

all costs at the time of quoting. Manual quotes are only used once. 

 
 

How do I…  

 View quote requests 

 Place quotes 

o Manually 

o Suggest products  

 
Activating businesses 

 Marking accepted 

 Marking active 

 
 

How do I… 

View quote requests 
When businesses sign up for CardFellow, you can view the quote requests to determine if you would like to 

place a quote. 

 

To view quote requests 

Step 1. Click on the “Merchants” tab in the 

top navigation bar. A list of eligible open 

quote requests will appear, along with a 

snapshot of information including business 

type, sales volume, and average sale 

amount. 

Step 2. Click on the “actions” dropdown to 

the right of the quote request you want to 

review and click “View this request.” 

 

The information about the quote request will appear beneath the business snapshot. In addition to the average 

sale amount and sales volume, you can also see estimates of transaction types as percentages of total 

transactions.  

User Guide - Quotes 



 9 | P a g e  
 

Place quotes 
You can place a quote manually for any 

business in the “Merchants” tab that has 

an open quote request.  

 

Place quotes manually 
 

Step 1. Click on the “Merchants” tab in 

the top navigation bar. Locate the 

business to which you would like to offer 

a quote.  

Step 2. Click the “Actions” dropdown to the  
right and click “Place a quote.”  
 

Step 3. Fill out the rate and fee information 

on the quote page.  

In addition to the default fees, you can also 

choose “add another fee” under any 

heading to designate fees specific to the 

quote you’re placing. 

 
 

 

 

Suggest products 

When placing quotes for businesses, 
you can optionally suggest products to 
use for processing, such as credit card 
machines or gateways.  

Note: To suggest products when 
quoting, you will first need to add 
products to your inventory.  
 
Step 1. In the “My quotes” tab, locate  

 

the quote to which you want to add 

equipment.  

 

Click on the “Actions” dropdown and 

click “View quote.” 

Step 2. Click on the “Equipment” tab 

and then click “Suggest a product.” 
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Step 3. Locate the product you want 

to suggest and click the green 

“Suggest product” button. 

 
 
 
 
 

Activating businesses 
There are two steps involved in activating a business. Once a merchant has chosen your quote, it needs to be 

marked accepted. The business can mark your quote accepted, or you can mark it for them. All quote 

acceptances are verified by CardFellow. 

After a merchant has completed your application procedure and has an active merchant account, you will need 

to mark the merchant active in CardFellow.  

Note: You will need to know the merchant’s MID to mark the business active. 

 

To mark a quote accepted for a business 
 

 

Step 1. Once a business has confirmed they 

want to accept your quote, go to the “My 

quotes” tab. Locate the business and click 

the “Actions” dropdown to the right.  

Step 2. Click “Mark accepted.” The quote 

acceptance will be sent to CardFellow for 

review. 

Note: A business can also mark a quote accepted. 
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To mark a business active 
 

Step 1. In the “My quotes” tab, locate the business. 

Click the “Actions” dropdown as in the screenshot 

above and click “Mark active.”  

Note: “Mark active” will only be an option if a 

business is listed as “Accepted” in the status column. 

 

 

 

 

Step 2. Enter the MID number for the business and 

click the green “Save” button. 
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The Inventory page allows you to quickly add or manage products used for credit card processing. When you 
provide a quote, you can optionally suggest equipment to suit a business’s needs based on the information 
they provide. Inventory includes any equipment used for processing: credit card machines, POS systems, 
gateways, virtual terminals, mobile devices, and 
PIN pads. 
 

Definitions 

 Warehouse 

 My Inventory 

How do I… 

 Add a product to the warehouse 

 Add a product to my inventory 

 Claim a product 

 Edit a product 

 

Definitions 

Warehouse 
The “Warehouse” tab contains all of the products currently in the CardFellow system and functions as a 

product catalog. Here, you can search for products to add to your inventory (products you can offer to 

businesses) or add a product that is not currently in the CardFellow database. 

My Inventory 
The “My Inventory” tab contains only the products that you designate as available through you. You can add 

and update your inventory at any time. Once you have added products to your inventory, you’ll be able to 

suggest them to businesses when you place a quote, or businesses can browse your inventory and choose 

products to add to a quote themselves. 

How do I… 

Add a product to the warehouse 
You should only add products to the warehouse if they are not currently in the database. If a product is listed 

with incorrect information, it isn’t necessary to enter it again; the existing product can be edited. 

 

To add a product to the warehouse 

Step 1. In the Warehouse tab, click on the green 

button on the right-hand side that says “Add a new 

product.” 

User Guide - Inventory 
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Step 2. Search for the product 

you would like to add to make 

sure it isn’t already in the 

warehouse. Enter the name of 

the product (e.g. Clover station) 

and click “Search Existing 

Products.” 

 

Step 2a. If the product comes up 

(even under a different but 

similar name) it isn’t necessary 

to add it again.  

If you would like to add the item 

to your inventory, you can click 

the checkbox “Add to my 

inventory” directly from this 

screen. 

 

 

 

 

Step 3. If the search returns no 

results, you’re able to add the 

product. Click the “Add a new 

Product” button. 

 

 

Step 4. Enter the information 

required about the product, and 

upload an image of the product. 

Click the green “Submit” button 

at the bottom.  

All fields must be filled out and 

an image must be uploaded in 

order to submit a new product 

to the warehouse. 

 

Step 5. Once you’ve added the 

product, you can fill out 

information in the product’s wiki.  

Follow the same steps as in the “Contribute to the wiki” section under “edit a product.” 
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Add a product to my inventory 
Adding products to your inventory allows you to quickly suggest equipment for businesses when you place a 

quote. You should only add products to your inventory if the product is compatible with your processing 

capabilities. Note: Products must be added to your inventory before you can suggest them in a quote. You 

cannot suggest equipment directly from the warehouse. 

 

To add a product to your inventory 

Step 1. In the Warehouse tab, click on 

the green button on the right-hand side 

that says “Add a new product.” 

Step 2. When you locate the product 

you want to add, click the checkbox in 

the column that says “Include in my 

inventory.”  

The product is now available for you to 

add to quotes. 

 

 
 
 

Claim a product 
You should only claim a product if you are the manufacturer or developer of the product. You should NOT 

claim a product just because you have the ability to support it. If you have information about a product that 

could be helpful to businesses, you should edit the product’s features or contribute to the product’s wiki.  

To claim a product 

Step 1. In the warehouse tab, search for 

the product that you manufactured or 

developed.  

Step 2. Click on the link that says “Claim 

Now.” Your claim request must be 

approved by CardFellow before you will 

be marked as the owner of the product. 

 

Why should I claim my product? 
Claiming your product positions you as 
the authority for that product. It also 
allows you greater control over the 
content shown in your product’s 
features and wiki. 
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Edit a product 
There are two ways to provide information about a product. You can edit the product’s features or you can 

contribute to the product’s wiki. The features of a product are set variables, such as whether a terminal has 

Wifi capability. The wiki for a product is content-based. 

Note: Both edits to features and contributions to the wiki must be approved by CardFellow before they’re 

visible in the directory. Once a processor has contributed to the wiki, other processors won’t be able to 

contribute until the pending contribution is reviewed. 

 

 

To edit features 

 

Step 1. In the warehouse tab, 

search for the product you’d like 

to edit using the search bar on the 

right hand side of the screen. 

 

Step 2. Once you’ve located the 

product you want to edit, click on 

the “Actions” dropdown to the 

right of the product, and then 

click “Edit.”  

 

 

 

Step 3. Edit product details by 

checking boxes or changing 

information from dropdown 

menus. 

Note that the variables will be 

different depending on what 

product category you’re in. 

 

 

Step 4. Click “Save changes” when 

you’re done editing. 
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To contribute to the wiki 
 

Step 1. In the warehouse tab, search 

for the product you’d like to 

contribute to using the search bar on 

the right hand side of the screen.  

 

Step 2. Once you’ve located the 

product you want to contribute to, 

click on the “Actions” dropdown to 

the right of the product, and then 

click “Contribute.”  

 

 

 

Step 3. Enter text about the product.  

Examples of helpful information 

includes: 

 Product descriptions 

 Special features 

 Hardware requirements 

 Peripheral compatibility 

 

NOTE: Please do not copy and paste 

information verbatim from your website, the manufacturer’s site, or other websites or published fact sheets. 

Wiki information must be original content. Copy and pasted information will not be approved. 

 

 

Related Information 

Add a product to a quote 
 

Why should I edit a product? 
Editing features and contributing to product wikis are beneficial to in two ways: 
 

1) It positions you as an authority on the product, building trust with businesses. 

2) We include your business logo as an expert contributor, helping build awareness of your company.  

 


