
Setting Up Your Batch Account  
Here are the steps you’ll need to take to set up your account to access your Batch web portal. For detailed 

instructions, please see the Screen-by-Screen guide starting on page 2.  

1. Batch e-mails registration link: You will receive an email with the subject, ‘Connect to your BatchOne 

account’.  Click on the link within that email to begin the set-up process.  

2. Set-up your account: Users will fill out brief form to create user account. After you complete submit 

the form, you’ll receive a verification email. Within the verification email is a link you’ll need to click 

within 60 minutes.  

3. Verify e-mail: Batch will send a verification email to the email address used to set up the account. 

Users will need to verify within 60 minutes by clicking on the link in the email.  

4. Create Password: Upon verify email address, users will be asked to create a password for their 

account.  

5. Add your Site: After creating password, users will be prompted to add their store to their Batch 

account.  

6. Batch Confirmation: Upon submission of the Add a Site form, Batch will be notified you’d like to add a 

store to your Batch account. After we confirm, you’ll have full access to your Batch Payments web 

portal.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Screen-by-Screen Guide to Setting Up Your Batch 
Account 
 

Batch emails user with link to register for BatchOne, the portal through which users access their bookstore’s 

invoices. Click the link within the email to set up your account. 

 

 

Hit the green start button to begin the process 

 

Enter the email address you intend to use for your Batch account and the country.  

 

 



Enter your first name, last name, store telephone number, check off the ‘I accept the Terms & Conditions’ 

box and hit the green Send button. 

 

Notification to check the email address you entered in order to verify the email and proceed with your 

registration. [Go check your email at this point]. 

 

 



Verification Email – click on the link of the verification email within 60 minutes of receiving the email.  

 

Create a password and click on the blue Set Password button. 

 

 

Click on the green +Add Site button to connect your Batch account to your bookstore 

 

 



Click on the blue Next button to proceed with connecting your account.  

 

 

Select Batch Payments and hit the blue Next button to proceed.  

 

Select Bookseller and hit the blue Next button to proceed.  

 

 

 



Enter your SAN or GLN number, if known, and hit the blue Next button to proceed. If you don’t know your 

SAN, leave both fields blank and hit the blue Next button to proceed.  

 

Enter your store’s address and hit the blue Next button 

 

 



Confirm the information and hit the green Confirm button. 

 

 

Your store will be listed on your Batch site with the note Payments Registration in progress.  

 

 

 

 



Upon confirmation by Batch of your registration, you’ll receive an email notifying your registration has been 

approved and you can log into BatchOne to access your site.  

 

 

Upon logging into BatchOne, you’ll see a New Payments button which you can click on to access your Batch 

web portal and see all your invoices.  

 

 


