
 
 

1 
 

Stripe Setup Instructions 
 
As part of the transition to ChapterSpot, each League will need to set up a Stripe account. Stripe is 
the payment processor through which member dues will flow. Below are step-by-step instructions 
for setting up this account for your League. Stripe should be set up by a leader at your League, 
generally the president or treasurer. 

If you have received a version of these instructions from your state League, please refer to those. 
They may include state-specific information. 

Note: if you’re representing a member-at-large unit (MAL, MAS, SALL, UAL, LAL, etc.), please 
coordinate with your state League. State Leagues, if units in your states should be collecting the full 
20% of member dues that local Leagues collect and the unit has a bank account, they can set up 
Stripe on their own. Otherwise, you should set up an additional Stripe account for these units at the 
state level. Contact membership@lwv.org to let us know who should get links to begin the process.  

1. First collect the necessary information so you have everything you need for the setup 
process. The information it will ask you includes: 

a. Information about your League: name, EIN, address, phone number, website 
b. Identity verification: name, email, title, DOB, address, phone number, SSN (Note: 

identity verification is required by law for the setup of any payment account) 
c. League bank account information: routing number, account number 

 
2. The treasurer and/or president at your League should have received an email with a link to 

the setup process. Click the link in the email. (If someone other than the president or 
treasurer will be the one to set up Stripe, please email membership@lwv.org and that 
person can be sent the link.) 
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3. This will take you to begin the onboarding process. It will ask you to create a login – this login 
is only for the Stripe setup process. Click Continue to Stripe. If someone at your League has 
already completed this process, this screen will say so and you will not have the option to 
continue. 

 
 

4. Enter your email address. If your League already has a Stripe account, you can log in with 
the same email. 
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5. Create a password. (If you’re logging in with an email with an existing Stripe account, type in 
your password.) This is the login you will use for Stripe and does not need to be the same as 
the one you created for the setup process. Save this password. 
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6. It will ask you to set up two-step authentication. The default option is to download the 
Google Authenticator app. If you would like to do that, you can scan the QR code it shows 
on this screen. In the bottom left, it also offers the option to use your phone, which is likely 
easier. Click “Use your phone.” 
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7. Enter a mobile phone number to receive a verification text message. (If it references “SMS,” 
that means a text message.) 

 
 

8. Enter the 6-digit code that was texted to you. 
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9. It will give you a code to store as a backup in the event that in the future you are trying to log 
in but you don’t have your phone. Store this code in a safe place where you will remember it 
and be able to retrieve it. 
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10. Enter United States as your business location and Nonprofit organization as the type of 
business. 
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11. Enter your League’s name and EIN. If your League operates under another League’s EIN (e.g. 
that of your state League) you should enter that League’s name here. You can enter your 
League’s name in the optional business name field below, and again enter your League’s 
name in the public details for customers section. 
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12. Enter your League’s address, if it is not a PO box. If your League doesn’t have its own 
address or if the address is a PO box, this can be your address. This will not be public. 

 
13. Choose an industry from the Industry list. You can choose “Civic, fraternal, or social 

associations,” or any other in the list that you feel describes your League. 
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14. Enter your League’s phone number, if you have one. (If your League does not have a phone 
number but would like one, you can set up a Google Voice account.) If your League does not 
have a phone number, you can enter yours. This will not be public.  
 

 
 

15. Enter your League’s website, if you have one. If you don’t have one, this can be your 
League’s Facebook or other social media. 
 

 
 

16. Enter a product description. This can be “Membership dues charged during checkout,” or 
any other description you feel would be appropriate along these lines. 
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17. Enter your name, email, and League role. As mentioned above, this next section is to verify 
the identity of someone at your League.  
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18. Enter your date of birth and address. 

 
19. Enter your phone number and social security number. This will not be visible to anyone at 

LWV. This is only visible to Stripe as part of their identity verification process. 
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20. Connect your League’s bank account. This can be done by logging into the bank by clicking 
Institution, or by entering bank account credentials (routing and account numbers). The 
easiest may be to click Enter bank account credentials instead. 
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21. To enter your bank account information, you can find the routing number and account 
number on the bottom of a check. 
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22. Enter the name of your League as it should appear on a member’s credit card statement. 
The maximum number of characters for the Statement descriptor is 22 – if your League’s 
name doesn’t fit, please try to use an abbreviation that members will recognize, and “state 
League” or “local League” as appropriate. Because three payments to LWV will appear on a 
member’s credit card statement, it’s best if it can be clear which Leagues each one is going 
to. The maximum number of characters for the Shortened descriptor is 10. 
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23. It will ask about collecting sales tax. You can list Services as the primary product type, but 
member dues will not be taxed, so you don’t need to sign up for the service it’s offering. 
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24. Enter a customer support phone number and address. This will be public, so if your League 
does not have a phone number and address that should be shared with all members, feel 
free to use the LWVUS phone number (202-429-1965) and address (1233 20th Street NW, 
Suite 500, Washington, DC 20036). Your state League may prefer that you use their phone 
number and address if your League doesn’t have one. 
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25. Review the information you have submitted and click Agree and Submit. 

 
26. Check your email to verify your email. You will need to do this before logging in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

27. When leadership changes at your League, you should log in and change the Management 
and ownership section by clicking Edit in the top right corner. 
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28. Once you click edit, you can change the information in this section. While most of the 

information will be visible to update, the SSN will not be. This field should be updated in 
addition to the others, but the previous League leader’s information will not be visible to 
see. 

 


