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PCI Compliance
Setup Guide for Chalk It Pro Users

1 Log in to the PCI portal using credentials from your setup email.

2 Select Product Code: SAQ A – Pay by Invoice/HPP.

3 Fill out Merchant Information (business details, payment channels, relationships, processing solution).

4 Complete the Questionnaire across Sections 2–9 following the guidance in this guide.

5 Review & Sign after your scan completes — allow up to 5 business days.

Need help? Call PCI Compliance Support: 844-870-2824 | Or click "Contact Us" in the PCI Portal.
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Step 1 — Log In & Get Started

Check your email for your PCI portal credentials. When entering your username and password, do not include

any punctuation — enter only the letters and numbers as shown.

Once logged in, click Get Started to proceed.

Step 2 — Select Product Code

In the upper right corner of your screen, select the Product Code dropdown and choose:

SAQ A – Pay by Invoice/HPP

Step 3 — Merchant Information

Part 1 — Merchant Information

Review your pre-filled business information for accuracy. No changes are typically needed.

Part 2 — Merchant Business Payment Channels

• Mail Order / Telephone Order (MOTO): Select YES if you ever collect a member's credit card information
over the phone and manually enter it into Chalk It Pro.

• E-Commerce: Select YES.

• Do not modify any other fields. Click SAVE.

Part 3 — Relationships
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The majority of Chalk It Pro users will select NO for all questions in this section.

Part 4 — Processing Solution

No changes are required here — the defaults are pre-configured correctly.

End User License Agreement

Check the box to confirm you have read and agreed to the end-user license agreement, then click Save &

Continue.

Confirm Eligibility
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A pop-up will appear with eligibility statements. Confirm that all statements are true for your business, then click

Continue.
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Step 4 — Complete the Questionnaire

Click through each section tile and follow the guidance below. All sections must show a Pass status before you

can proceed.

Section Title How to Answer

Section 2 Protect Stored Account Data Answer all questions: In Place

Section 3
Develop and Maintain Secure Systems
and Software

Answer all questions: In Place

Section 4
Identify Users and Authenticate Access to
System Components

Answer all questions: In Place

Section 5
Restrict Physical Access to Cardholder
Data

Answer all questions: Not Applicable + enter text (see below)

Section 6
Test Security of Systems and Networks
Regularly

Answer all questions: In Place

Section 7
Support Information Security with
Organizational Policies

Answer all questions: In Place

Section 8 Network Scan Follow the Network Scan steps below

Section 9 Progress Report and Charts No action required — reflects scan status
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Section 5 — Special Instructions: In the open text field, enter exactly: "There is no physical access to
card holder data"
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Step 5 — Section 8: Network Scan

The Network Scan is the most important step in the process. Follow these instructions carefully.

Add a Scan Target

1. Click Add Scan Target.

2. In the Input box, enter:

app.chalkitpro.com

3. Click Add.
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Step 5 (continued) — Confirm & Launch the Scan

4. A confirmation pop-up will appear. Check the box to confirm you have permission to launch scans against the
scan target, then click Continue.
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Step 5 (continued) — Launch the Scan

5. Back on the Network Scan Summary screen, click Launch Scan on the right side. A confirmation window will
appear — click Close.
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Step 5 (continued) — Create a Quarterly Scan Schedule

Best Practice: Set up a quarterly schedule now so your scans run automatically — PCI DSS requires a
passing scan every 90 days.

6. Click Create Schedule.
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Step 5 (continued) — Scan Scheduler

7. Verify the IP address and domain shown, then click Next.

8. Set the Frequency to Quarterly, then click Submit.

9. Click Questionnaire in the navigation pane to return to the Section Tiles.
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Step 6 — Section 9: Progress Report

No action is required in Section 9. It will automatically reflect your scan status once the scan completes. This may

take a few days to update.

Step 7 — Complete & Sign

Once your network scan completes, you will receive an email notification to review and sign your completed

questionnaire. This may take up to 5 business days depending on the speed of the scan.

Non-Compliant? Contact the PCI Compliance Support Team: Phone: 844-870-2824 | Or click "Contact
Us" in the upper right of your PCI Portal.
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Step 7 (continued) — Complete & Sign

1. Once the scan is complete, you will receive an email to Complete & Sign the agreement. When you click the

link, you will need to choose your service provider — find and select Stax Payments Inc.

2. Once the provider is chosen and you sign, you will be emailed a confirmation that you are compliant. If you set

up a quarterly schedule, your next scan dates will also be included in the confirmation email.

You're all done! You will receive an email confirmation after each quarterly scan and a yearly reminder
to log in and resubmit your PCI Compliance SAQ. Good news — most of this will already be filled out
since you've completed it once. We can always provide you with this guide should you need it again!

This guide reflects the most common setup process for Chalk It Pro users. Individual circumstances may vary, and some gyms
may need to fill out certain sections differently. We always recommend reading each section thoroughly and reaching out to the
PCI Compliance Support Team at 844-870-2824 if you have any questions.


