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Create a SumUp Account 
[Feel free to print this guide] 

 

SumUp is a mobile payments processor that allows your church to receive payments and 

donations. It can be used in conjunction with the donations software Give A Little. The 

process of setting up a SumUp account usually takes around 15 minutes. This is an essential 

part of being able to receive contactless or online donations.  

 

Before you get started, you will need: 
 

• Church bank details 

o Account name—this must be as it is according to your bank  

o Account number 

o Sort code  

• Church A Church Near You code1, address and contact telephone number  

• Church website / ‘A Church Near You’ page / social media webpage link  

• An email address 

o We recommend that you enter a role-based email addresses, such as 

‘reverend@stjohnschurch.co.uk’ or ‘stjohnsreverend@gmail.com’ as opposed 

to a personal email address, as part of good governance. If you haven’t got 

one, we strongly advise you to set one up.  

• Your mobile phone number  

 

Documents that might be requested for verification: 
 

1. Proof of Identity: Driving Licence or Passport including  signature page for the 

SumUp Account Holder   

2. Proof of Home Address: Utility bill issued within the last 6 months under the 

name of the SumUp Account Holder   

3. Proof of Business Bank Account: Recently issued business bank account 

statement or screenshot from online banking that shows:   

a. Account Name   

b. IBAN and SWIFT or   

c. Account Number and Bank Code for UK entities   

4. Authorisation Letter - Power of Attorney (applied only in cases when the 

SumUp account holder is not a member of the charity’s trustees or holding a 

position of company’s director/ treasurer or secretary) and an ID of the trustee who 

signed the authorisation/ power of attorney letter.   

5. Detailed explanation of purpose of use for the SumUp account. 

 
1 To find this go onto your church’s ‘A Church Near You Page’, scroll down the left-hand ribbon and click on 

‘More Information’. You will find your church code listed under ‘Location information’. You can watch a video 

of how to find this code here. 

 

https://vimeo.com/675859637
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Setting up your account:  

 
Step 1: Go to this page on Parish Buying and click “Visit Supplier page”.  
and click on “Sign up now”. 

It is important that you set up your account via this link (and not by going directly to the SumUp 

website) otherwise your account won’t be marked as a Parish Buying account and you will miss out 

on the specially negotiated transaction rates for churches. 

 

Step 2:  

 
Step 3:  

 
 

 

Register your church details.  

• Enter your email address 

(Recommended: Add a 

generic church/role-based 

email address).  

• Create a password  

• Select the country where 

you are based  

 

Register your church details: 

  

• Enter your email address 

(Recommended: Add a 

generic church/role-based 

email address).  

• Create a password  

• Select the country where 

you are based  

 

Verify your email address:  

Go to your inbox and open the email “Confirm your 

email address” from  

“no-reply@notification.sumup.com” 

https://parishbuying.org.uk/products-services/digital-giving-payments/contactless-devices/sumup-air/
mailto:no-reply@notification.sumup.com
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Step 4: 

 

 
Step 5:  

 

 
Step 6: 

 
 

Enter your church code:  

Company registration number – please 

enter your church code adding the two 

letters ‘CE’ first. 

To find this go onto your church’s ‘A Church Near 

You Page’, scroll down the left-hand ribbon and click 

on ‘More Information’. You will find your church 

code listed under ‘Location information’. You can 

watch a video of how to find this code here. 

Business Category: 

Select “Other” and “Charitable 

Organisation” 

Business Details: 

Enter your church name as it appears on 

your church bank account.  

Under business description enter “Church” 

https://vimeo.com/675859637
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Step 4: 

 
Step 8:  

 
Step 9: 

 
 

 

 

 

 

 

 

 

 

 

Your website: 

If you don’t have a website or social media 

page, you can use your church’s A Church 

Near You page.  

Your Details: 

As you are managing the account, enter 

your details.  

N.B.: As part of SumUp’s verification checks 

they will ask for proof of ID following setup. 

Address: 

Home address: Your 

address  

Business address: Church 

address as it appears on 

bank statement/utility bills  

Trade address: leave blank  



Create a SumUp account 
 
 

Step 10:  

 
Step 11: 

 
Step 12:  

 
 

Additional account holders: 

If you would like to add other trustees as 

owners of the account, enter them here as 

“officers”  

This is optional.  

They will also need to pass verification checks. 

Monthly sales estimate: 

The lowest bracket unless stated 

otherwise.  

Your bank details: 

Enter your church bank account details   
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Step 13: 

 
 

 

 

 

 

 

 

Summary: 

Check all your details are correct, in 

particular: 

• Does your church name match 

the name on the bank account  

• Does the business address match 

the church address on your bank 

statements/utility bills  

• Is the Business category and 

description correct?  

• Do the personal details match 

those on your passport? 
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Step 14:  

 
 

 

 

 

 

 

 

Step 15:  

 
 

 

 

 

 

 

 

Funds and purposes: 

For source of funds put “Gifts or 

donations”  

Purposes put the top two “card reader” 

and “online payments”  

Set up 2 factor authentication: 

Enter the mobile number that you have 

immediate access to, as you will be sent 

a code to verify your account. When you 

receive it, type the verification code 

into the box and click on confirm 

code. 

Whenever you log in on a new device, 

a code will be sent to this mobile 

number.  

 

You don’t need to download the 

app necessarily, just click “Finish 

later” to go through to your 

account.  
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Step 16: 

 

Verification: In order to start transacting, you will need to verify your identity. 

On the black banner at the top of your account click “Start verification”. 

 

 

 
 

SumUp check your identity using a link to your phone. 

Click “get secure link” then scan the QR code with your phone camera. 

It will take you through the steps on your phone.  
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Verification  

Following set up, the SumUp team will verify your account. They may email you with the 

following questions: 

1. How are you funding your organisation (such as salary, savings, investments or 

inheritance)? Do you have any other source of revenue? 

Donations and grants 

2. What’s the nature of your organisation? 

Religious organisation: Church (C of E) 

3. The type of products or services you take payments for using SumUp; 

Donations 

4. Do you have a website (for example a professional Facebook page) or any other 

online proof of business activity? If your organisation does not have an internet 

presence, please send us any invoices, flyers, business cards, etc. which confirm your 

business activity. 

Your church website and/or A Church Near You page 

And asking for verification documents including: 

• Your A Church Near You certificate2  

• A bank statement/Utility bill with church address  

• Personal ID: drivers licence or passport 

Please respond swiftly to prevent your account being paused.  

If you see within your account that it requires verification but have not received an email 

from SumUp, send an email to onboarding@sumup.com from the email address linked to 

your SumUp account asking what documents they require.  

 
2 To find this go onto your church’s ‘A Church Near You Page’, scroll down the left-hand ribbon and click on 

‘More Information’. Scroll down to the ‘Proof of charity status’ section and ‘Download Certificate’. 

mailto:onboarding@sumup.com

