PayPal

Merchant Overview
for Website Payments Standard
and Email Payments

Using PayPal in Your Online Business

Welcome to PayPal. This guide will give you an overview
of Website Payments Standard and Email Payments--
solutions that you can use to begin accepting payments online.
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The PayPal Merchant Overview is divided into sections. To read a section, click on the link below.
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For additional information, visit the PayPal Website at
https://www.paypal.com/. Click on the Merchant Tools tab for
detailed information on the features covered in this manual, or click
on the Help Center link in the upper right-hand corner of the page
to search for frequently asked questions.
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Accepting

|
Setting Up Your Account
Handling
Payments,
Withdrawals, PayPal’s quick registration process can have you accepting payments on
& Refunds your website as fast as today.
Managing Just follow these five simple steps:
Your Account
) PayPal Logn | belp
Using Advanced — =
Merchant Tools Sian Up for/a PayPal Account PayPal
:\er:«eo“r/\:;::;n;ml :ess?a::us‘s PayPal to send and ;Ira;dlvhuva un MyAccount | SendMoney | RequestMoney | Merchant Services | AuctionTools | Products & Services
Getting Help L T I—
Ideal for online shopping. Send and receive payments for Please enter your PayPal password to confirm your email address.

cannot accept debit or credit card payments, Leam Mors

€ Premier Account Password: Forget your password?

Perfect for buying and selling on eBay o
websites. Accept all payment types for low fee

NEwt For your security

Jany Confirm

o Sign Up 9 Confirm Email Address

Go to https://www.paypal.com/ and click Open the email from PayPal and click
on the Sign Up link in the upper right- on the hyperlink in the body. You will
hand corner of the page. Click on the be taken to a PayPal page and asked
Business link to sign up for a Business to enter your password. Once you have
account. After completing the form, PayPal successfully entered your password,
will send you an email to confirm your your email address will be confirmed.

email address.

TIP: Make sure to write down the email More >
address you use and the password you

choose; in the future, you will use them

to log in to your PayPal account.
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Add Credit Card or Debit Card

Dbt Cards (s calied chack eards, ATM ety or banking cards) are secested # they have 3 Visa o
MasterCard kqa.

Yiou have D eredit or debit cards active on your account
First Name: gy
Last Hame: Vdgurn
Card Type: -
Card Number: ]
Ewpiration Date: §) & 2004 &

Card Verdfication

S— (0 the bk of your card, find the lat 3 digits)
Fember: T2 thele nsbd viear Ced Venfuaitin Nunbes | Uil Ak,

Biling Addrets
Entar the pddress whare pou rrerTe ety bileng statemests for s card:

“ tne this address as billing sddress
BT Doerwicl LE00T5, (Home) =

Enter & new addeess as billing sddress
Address 1
Address 2
(oponst)
oy
st
Al {80 ¥ digts)
Country: Unitod States
For your pretection, we verfy credit card and debit card billing addre
Tha pricass paremill ks abent 30 saconds, bt &  longar
Plosts chek Add Card 1o sodats your miormabon, Whan -
will sea & cordematian page.

9 Add a Credit Card or Debit Card

Log in to your PayPal account and click on
the Profile sub-tab of the My Account
tab. Click on the Credit Cards link in the
Financial Information column.

On the Credit Cards page, fill in the
requested information and click the

Add Card button. The credit or debit card
you add will become your primary card,
meaning it is the default card used on
your PayPal account.

GOOD TO KNOW: The credit or debit card bill-
ing address you entered when you added your
card is now a confirmed address.* Many sellers
require that buyers use their confirmed address
as their shipping address when they pay with
PayPal, a best practice your business may want
to consider.

he safety and security of your bank account information is protected by PayPal.
otect against unauthorized withdrawals and will notify you by email whenever yo
pposit or withdraw funds from this bank account.

Bank Name:

Account Type: ® Checking
@ savings

US. Check Sample
me
HRULSSHNSH 0012 14SLATMOL W

Checks. Account i
211554485 D012 1uSLa?

Routing Number: 1} "
(I usually located between the
W symbols an your check.)

Account Number: [

{Typically comes befors the I
symbol. Its exact location and
number of digits varies fram
bank to bank.)

Retype Account ,— 1

Number:

Add Bank Account I Ca

e Add Bank Account

To quickly withdraw payments you receive
to your bank account, take a moment now
to add your bank account to your PayPal
account. To do this you will first need a
check or deposit slip for that bank account.
Log in to your PayPal account and click on
the Profile sub-tab of the My Account
tab. Click on the Bank Accounts link in
the Financial Information column.

On the Bank Accounts page, click the
Add button.

GOOD TO KNOW: While you can use your
PayPal account to accept payments after adding
a credit card, your only method of withdrawing
funds is by check, which can take 1-2 weeks
and costs $1.50 USD per withdrawal. By adding
a bank account, you will be able to withdraw
funds to your bank account in 3-4 business days
via a free electronic funds transfer.

* At this time, Confirmed Addresses are only available to Canadian, U.S., and U.K. users.
PayPal hopes to offer buyers in other countries the ability to add Confirmed Addresses soon.

PayPal

TSR scnamoney | RequestMoney |
Overview Add Funds Withdraw HiS10I‘V Resol

Activate Account  Business Account Overview

Add credit
card

i Add bank
account

Name: Mid-¥alley Construction (Sally Rq
Email: rdelarosa-business@paypal.com

Status: Unverified (Mew)

9 Confirm Bank Account

When you add your bank account, PayPal
will send two small deposits, each of less
than $1.00 USD, to your bank account.
Check your bank statement in 3-4 business
days for the amounts of the two deposits.

After getting the deposit amounts, log

in to your PayPal account and click on
the Confirm Bank Account link in the
Activate Account box on your Account
Overview. Enter the amounts of each of
the deposits on the page and your bank
account will be confirmed and you will
become a Verified Member.

PayPal

VERIFIED

GOOD TO KNOW: PayPal buyers are clear:
they prefer doing business with Verified sell-
ers (i.e. sellers who have a confirmed bank
account). Verification simply lets your buyer
know that there’s a legitimate seller on the
other side of the computer screen...and that
builds trust and sales.
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ccepting Payments

Handling

Payments, .

Withdrawals, e Payments Overview

& Refunds

Managing = )

Your Account Website Payments Standard Email Payments

Using Advanced . .

Merchant Tools e Compatible Shopping Carts e Payment Request Wizard for
* Subscriptions and e Payment Request Wizard for Outlook

Recurring Payments

e Donations Features for both payment solutions
e PayPal Account Optional

e Virtual Terminal

Now that you’ve set up your basic account with PayPal, you're ready to start
receiving payments. Just add Website Payments Standard to your website, or
use our Email Payments solution to send your customers emails with clickable
payment buttons.

TIP: Even if you don't yet have a business website, you can still use PayPal to accept credit
card payments. PayPal’s Request Money and Invoicing features let you receive customer pay-
ments directly into your account. All you will need is the customer’s email address to create
and send an invoice. Go to the Request Money tab after logging in to learn more.

23 eack || NexT BB




PayPal

< Back to Table of Contents

Setting Up
Your Account

Accepting
Payments

Handling
Payments,
Withdrawals,
& Refunds

Managing
Your Account

Using Advanced
Merchant Tools

Getting Help

Payments Overview

PayPal makes it easy to add e-commerce functionality to your website and emails.
Set up Email Payments or Website Payments Standard to accept secure online
payments. Accept all major credit cards, debit cards, bank transfers and PayPal
balance affordably. You don’t need a separate merchant account and gateway.

Website Payments Standard Email Payments

e PayPal Shopping Cart e PayPal Invoicing
Let shoppers browse your site and Send professsional invoices to your customers
track their purchases easily and get paid fast.
Learn More Learn More

e Other Shopping Carts e Payment Request Wizard for QuickBooks
Use PayPal with many online shopping Turn your QuickBooks data into email invoices
carts, or with a custom cart payable via PayPal
Learn More Learn More

e PayPal Buy Now Buttons e Payment Request Wizard for Outlook
Create payment buttons easily Let customers pay via PayPal from any Outlook
for your website email
Learn More Learn More

e Donations
Raise funds online easily for your nonprofit organization
Learn More

e Subscriptions and Recurring Payments
Let your customers make recurrent payments
Learn More
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Website Payments Standard

PayPal Website Payments Standard lets you instantly start accepting all major credit and
debit cards, bank transfers, and PayPal payments on your website. Website Payments
Standard is:

e Easy. Website Payments Standard is simple to set up on your website.

e Secure. Our industry-leading fraud-prevention systems and chargeback protection
programs help you do business safely.

o Affordable. No setup fees, monthly fees or cancellation fees.
You pay just one low fee per transaction—as low as 1.9% + $0.30.
You can easily sell multiple items at once with one of these options:

e If you already have a shopping cart, PayPal seamlessly integrates with
hundreds of compatible carts or custom-built storefronts.

e If you don’t have a shopping cart, set up the free PayPal Shopping Cart
quickly and easily—or choose from many other popular, compatible carts.
You can also sell one item at a time, or collect recurring payments:
o Easily start receiving payments on your website. You don’'t need a shopping cart.
e Automatically accept subscriptions.
o Take donations simply.

Visit http://www.paypal.com/standard to learn more about Website Payments
Standard.
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PayPal Shopping Cart €\

The PayPal Shopping Cart provides an easy way for you to create an online store.
Customers are able to add multiple items to the PayPal Shopping Cart, continue
shopping, and check out through PayPal.

PayPal also supports more than 100 third-party Shopping Carts and Storefront Solutions.

Click here to learn more.

How to get started with a PayPal Shopping Cart

Merchant Tools

l,_ One just right for your business

‘ ‘ w‘wmmmmwuu easy, aftcroable
N your sebete SNa via Bmail,

Accept all major forms of payment. Get the funcoonaliy of iy PO
& merchant account plus gateway - far 30% to 45% of the (o) —

3%, Acospt cradit cards, bank transfers, detet cards, and
i poen e ey

Wahsite Paymants Standard

Customers shop on your webslte and pay on
PayPal

This (5 &N 835y, quUICk Way to start accepting cry
cards anling. A simpla intagration inta yaur gh
cart allows your customers to pay securely

lsammors  Inchoical detsds  Comoae

Key Features

- PayPal Shopping Cart

- Other Leading Carts

- Buy Mow Buttons
- Subscriph

Log in to your PayPal account and click on
the PayPal Shopping Cart link on the
Merchant Tools tab to create

buttons for your website.

PayPal Shopping Cart 4

Add a PayPal Shopping Cart to your website so your buyers can Mipe e
browse your entire site, then make their purchases quickly and Technigues, &
securely on PayPal-hosted payment pages. demos &m

Enter the details of the item you wish to sell

Item Name/Service: |

Item [D/Number: |
(optional)

Price of Ttem/Service -
Vo At AT, ($2,000.00 USD limit for new buyers) [

Currency: | L.S. Dollars +

If you want your buyer's payment form to default to @ specific country, select a country bela
Otherwise, da nething and your buyers can choese for themselves.

e ond
(Optional) Choose a Country :| H

For each item you are selling, enter the
item’s details and choose which button
your customers will click to add the item
to their shopping carts. You can even use
your own button.

More >

<<= >
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PayPal Shopping Cart

My Account SendMoney [ Request Money

PayPal Shopping Cart - Page 2

Shipping and Sales Tax (optional)

Merchant Services Auction Tools

Shipping Cost Calculation (optional)

If you would like to add a flat amount shipp|

Flat Amount: §

Note: Far this shipping cost ta he applied, you ned
Profile; or, if they have baan sst, you will need ta
The currency of the shipping cast will be determin
previous page.

- 0,00
$0.01 USD - $9.99 USD | e }
- £0.00 |
$10,00 USD - $49,99 USD | bso
= £0.00 |
$50,00 USD - $93,99 USD | e

Customize Your Payment Pages (optional)
Chooes & Custom Fayment Page Style to match your website and give customert &
soamiess paymont exporience. LEam more

Primary Page Style : ParPal
Custom Payment Page
Style: Swectone. ¥

Customize Your Buyer's Experience {optional)

Successhi Payment URL - This is where your customers will go after they complete
their payment. (8.0, www,yourshop, com)

Successtul Payment 1, [ess] B

Payment Data . o
‘Transfer: Off [ER]

Cancel Payment URL = This i whire your customens wil go if they cancel ther
paymant. (8.9. www.yourshop.com/cancel)

Cancel Payment URL: hip ) 7]

Click Add More Options to customize

your pages. You can maintain the look of
your store on PayPal’s payment pages by
changing the background color, including

your logo, or specifying

the URL that

customers will return to after completing
their payments. For detailed information
about customizing your payment pages, go
to Custom Payment Pages in the Advanced
Tools section of this guide.

Y PayPal

Payment Details

Pag¥al i thae vecare paymest
To santras, i wetnr the

Tt
Parmant Far: Sreppng Cort
nrremeyt 4 5. Ockars B
Ament: §3,745 31 L5

LTI n—n———— | |

Payial Login

Waicama Basl

T TR o PayPal

[[ore TRewswrulniam [ riiw
Tashiba S2HOZ 42~ 1603 -

HOTY. B ady Prajection 1% =
e o (price it hudes shappisg) 199999 UAs
asrrar

i

Horthgate w/AMD Athion 37
o0 I8 ineh
mehues 1485 08

FEVRW SD

P - p—

[F===1] Lo |

PayPal creates customized HTML code for
your Add to Cart and View Cart buttons.

Follow the on-screen instructions to past
this code where you want the buttons to

appear on your website.

Your customers add items to the shopping
cart by clicking on the Add to Cart button
on your website. When they check our and
pay with PayPal, the payment will be sent
directly to your PayPal account. You will
receive an email confirming the payment,
and the transaction will appear in your
Account History. Just ship the items, and
you're done!
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Compatible Shopping Carts

You can use PayPal with many currently available shopping carts, or with a custom
cart or storefront that you've built.

PayPal-compatible shopping carts

If you need a shopping cart, PayPal offers hundreds of full-featured carts that
are already seamlessly integrated with PayPal’s functionality.

e Check our list of featured shopping carts.

e Sign up for the shopping cart that best fits your business needs.

e Select PayPal as your payment processor by following the instructions on your
shopping cart provider’s website.

If you currently use a third-party shopping cart or storefront, you can add
PayPal to accept payments easily.

e Sign up for a business account with PayPal.
e Find your third-party provider in the If you can’t

find your provider, consider switching to one of the listed options.
e Log in with your provider and add PayPal as a payment option.

Custom shopping carts
If you’ve built your own shopping cart or storefront, you can easily integrate
PayPal in just minutes. It works seamlessly with your shopping cart and business

operations, so you can process payments efficiently.

Click here to learn more about how to integrate PayPal into your shopping cart or
storefront.
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Boeebting Buy Now Buttons |PayPal

Handling Make it even easier for your customers to pay: add a PayPal Payment Button anywhere

Ci'zr:réents’l you use HTML. With Buy Now Buttons, you can create customized payment buttons to sell
ithdrawals,

& Refunds

individual items on your website. Your buyers will be able to make their purchases quickly
and securely on PayPal-hosted payment pages.

Managing

TIP: If you're already using a Web publishing tool such as FrontPage or Dreamweaver, PayPal makes it even
Your Account

easier to set up your payment buttons with special add-ins. See the PayPal Developer Network for more infor-
mation

Using Advanced ) ) ) -
Merchant Tools GOOD TO KNOW: PayPal offers encrypted versions of its Buy Now buttons, or you can download PayPal’s public certificate.

Find out more in the Encrypted Website Payment Hub.

Getting Help
How to get started with Buy Now buttons
—_— e ] walTiig Bifighe-See E
Marchant Tools
Sell individual items on your website by creating a customized More Reso!
payment button and your buyers will be able ta make their Techniques, ex
purchases quickly and securely on PayPal hosted payment pages. demos & m

1' One Just Fight for your business
__f .f“ PayPals buseess schuicns are (he safe, sasy, aficrdable Enter the details of the item you wish to sell (optional)
way L0 reCeive paprients on pour melisile and v email.

Item Name/Service: |

Accept all major forms of payment. Gek the fundionasty of -
& merchant account olus gateway - for 30% bo $5% of the e — Item ID/Number: |

£ost. Accept cradit cards, hank transfarg, dabit carde, and E @ e
i : Ericeal tam Snyice {$2,000.00 USD limit for new buyers)

you want to sell:

If you want your buyer's payment form to default to a specific country, select a country bele
Otherwise, da nothing and your buyers can choose for themselves.

{Optional} Choose a Country B H

Website Paymaents Standard

Customers shop on your wehsite and p
PayPal

Thes 1s a0 wasy, quick way to start ace
cards online. A simple integratian inta
cart allows your customars to pay seci

lssmmors  Tachoicaldetalls  Sompsce

Key Features

- PayPal Shopping Cart
- Other Leading Carts
- Buy Mow Buttons
bscriptions &

Log in to your PayPal account and click on Enter the item details, then

the Buy Now Buttons link on select a button or use your own image
the Merchant Tools tab to create a to customize the look of your button.
payment button for your website. More >

<<= >
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i Buy Now Buttons cmama e

[Desktop Computers
H INotebook Computers
Handllng : Gateway with In
Payments, sens 2.2GHZ & Win XIi
Withdrawals, EvagRad b
Single-It P h =y 2 Home Audio
& Refunds ingle em Furchases age ﬁ:;;:;:;ﬁ;i
Shipping and Sales Tax (optional) o RO forhome oy el
: shipping Cost Calculation ~count SendMoney | Request Mone) ek e
Managing o e ar o
If you would like to add a flat amount shipping cost, enter a value below, atian saftware by Roxo,
Your Account Etmta e
Flat Amount: [ b-Ttem Buttons Hard Drive: 4068 utre
Note: Far this shipping cost to be applied, you need to have no Shipping Preferences set in s e e
Profile; or, if they have been set, you will need to check the Transaction-based Override che
Usi ng Ad Va nced ‘prr:wc;‘;;e;:;;F the shipping cost will be determined by the currency you chose for the buttol E a button to put on your website (optional) /
o] e} o o]
Merchant Tools $0.01 USD - $9.99 USD b et ) |&_| PayPal
$10.00 USD - $49.99 USD kil
Gettl ng Hel p $50.00 USD - $99.99 USD ] 2. &
PayPal O PayPal
$100.00 USD - $199.99 e o oy \ R e o par X
usD usD L
£200.00 USD - $0.00
Click Add More Options if you wish to Follow the on-screen instructions to
enter information about shipping, sales paste this HTML code onto your website
tax, your logo, and the page users are or into your email. You can insert payment
sent to after payment. PayPal then gener- buttons right on your product pages.
ates the HTML code, which includes all the Customers clicking on your Buy Now
details of your payment. button will be taken to a secure PayPal

page to complete the payment.

GOOD TO KNOW: For detailed instructions on how to use Buy Now Buttons, refer
to the Buy Now Button Manual (PDF 568k).

<< [
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Subscriptions and Recurring Payments

With PayPal Subscriptions and Recurring Payments, you can accept recurring

payments for your service. Your subscribers will be able to subscribe quickly

and securely from PayPal-hosted payment pages, where they can make initial
payments (if necessary) and set up any future payments for the subscription.
You can also use PayPal Subscriptions to offer free trials of your product or

service.

How to get started with PayPal Subscriptions and Recurring Payments

PayPal S R e S =
i 00 i ey | i oy Y ISTR o T | P & vared

Subscriptions and Recurring Payments

Log in to your PayPal Account and click
on the Subscriptions and Recurring
Payments link on the Merchant Tools
tab to specify your subscription terms.
Recurring periods can be as little as one
day or as long as five years. An optional
initial trial period can also be set up that
is different from the recurring period.

Choose a subscription button to put en your website (optional)

@® | PayPal Choose 3 different button
sssssssss

Or customize your button! Just enter the exact URL of any image on your website,

@ ves, I would like to use my own image

Button Image URL: |http://

Create Button an' lAdd More [)ptiuns]

You can place Subscribe buttons right on your
website pages, or place Subscribe links in your
emails. When your customers click on the
Subscribe button or link, they are taken to a
secure PayPal payment page.

More >
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Subscriptions and Recurring Payments

PayPal .
I
You have successfully signed up

Subscription Information
¥ou have successfully signed up and made a payment of §29.53

Contact Information
Busimess Mame: Chis' Busness

Contact Emalk: chris

Wake! Yo can view thise details 3t any time by k949ing into your PayPal account ot wes . pavpal.com

Accass Subsciption |

After the payment is sent, your custom-
ers will see a confirmation page with an
Access Subscription link that returns
them to your website.

Your Website
Missing,
Thankgagu for youg subscription order.
Need

Click here to see more

ror§e reenshot

PayPal

All payments are made securely and
pribately through PayPal.

Your card or bank statement will
show charges only to PayPal.

When your subscribers return to your
website, you can tell them how to access
their new subscription.

<<= >
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Donations

With PayPal Donations, it's easy for you to collect secure donations
from your website. After inserting simple HTML code, you can collect
your donations via secure PayPal payment pages.

Click here for more information.

CureZone

Change Passenrd / Update Email | Get Passvnil
Google CureZone Search

Erss Newylsniar R o

How You Can Help

CureZone.com
Denations
Donate using Send cash,
major credit cards through check or money order to
PayPalcom Cure Zone
P.O. Box 2641
Itake o Conaton (Link) Denton.
Texas 76202
ok 4 Donation | Usa
EEEEEEEEIEEEEEEEEEEEE

The CureZone com weo site is Educational Foundation,
ith £ Education

it15 the most visited Aarmative Medicine
There are over 150,000 unique pages on CureZone com
20,000 users visit CUreZons évery day, viewing up to 170,000 pages per day,
AS the number of USErs INCreases, o do e site maintenance Cosis

Your donations will help to keep this web site running and developing, ads and bias free

B3]

| sermes ey PayPal

paypal@curezone com

Payment Details Seauire Transaction &

P"NI w5 the secure gayment processar for your seller, peypal@curezone.com, To continue, pisass
nkgr the requred information batew

Pay Ta: paypahlcureaene.com
Payment Far: Denation Faor CureZone cam
Currency: 1.5, Dollars B
Amaune

IF you da roe currantly have a PayPal sccaunt, [ Click Here |

PayPal Login

A AT Erabinma leasing in?

PayPal Password:

Eugnt yuur sassaprd?
Carinue
= P Jige dsimoment
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Email Payments

Use PayPal Email Payments for a quick and secure way to bill your customers and
accept credit card, bank, and PayPal payments online. You don’t even need a web-
site—just email your customers an invoice with a button that they can click to pay
you. Email Payments is:

e Faster. Stop waiting for checks—your customers can pay online immediately.

o Efficient. Email invoices by filling out simple forms on the PayPal site, or by
using your Outlook or QuickBooks programs.

e Low-cost. Receive payments with no merchant account fees, setup fees, or
monthly fees. All you pay are low transaction fees to receive payments.

Choose from four different Email Payment options

e Use our simple Request Money option to email a payment request in seconds.

e Use PayPal Invoicing to email a detailed invoice easily.

e Use Payment Request Wizard for QuickBooks to email your customers a
QuickBooks invoice that includes a payment button.

e Use Payment Request Wizard for Outlook to include a payment button in any
Outlook email you send to your customer.

Visit http://www.paypal.com/email to learn more about Email Payments.

23 eack || NexT BB



Paypal < Back to Table of Contents

Setting Up
Your Account
Accepting L.
Payments PayPal Invoicing
Handling
Payments,
Withdrawals, Send detailed business invoices in minutes with Create an Invoice Fast
& Refunds PayPal’s free Invoicing tool. —— ] I
Currendr! | IS Dollar =] oo
Managing Invoice efficiently ] I— »
Your Account ‘“::‘I -
PayPal Invoicing lets you easily send professional feesen] L

Using Advanced business invoices via email. You can: e ki
Merchant Tools =

e Send an invoice for goods or services

Getting Help

¢ Include line-item details by specifying quantity,
unit price, item description, shipping details, tax, . :
and currency —

[ i

s | aprmmas | ]

e Generate automatically calculated totals

Get started now
To send your customers professional invoices, just log

in to your PayPal account, go to the Request Money
tab, and click on the Create an Invoice subtab now.
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Payment Request Wizard
for QuickBooks

Turn your QuickBooks invoices, statements or esti-
mates into emails that you send to your customers.
Your buyers click the included payment button, and
pay you instantly via PayPal.

Using data stored in QuickBooks, you can easily cre-
ate email invoices and estimates that customers can
pay online through Paypal. The Wizard creates a
professional, formatted email invoice that includes a
PayPal payment button. The customer clicks the but-
ton, and you get paid for the items on the invoice.

e Integrate your QuickBooks invoice data into your
emails

e Avoid extra invoicing paperwork

e Make it easy for buyers to pay you

Best of all, installing and using the Payment Request

Wizard for QuickBooks is free.

Click here to learn more about Payment Request
Wizard for QuickBooks.

i PayPal Paymmsent Regquest Wisard II :I»;l

Cusbamise §ulchBooks Payment Batbon .
Cusstemning the Payment Detsda. You cam adit the @

randestiand datmils fren your guickBbasks Invaiss

o M| i 1P-]ri~||-w|

Sendeds enadaddwss  |sonderBrybs oo

Clumch bkt 108 B

Aevert {15000

Flecipsent's emal addien | cuthome@conaumernie com
Comercy (U5, Dotars |

H-abl cBak | MHety | Cored |

23 eack || NexT BB



https://www.paypal.com/us/cgi-bin/webscr?cmd=xpt/seller/QuickBooksPaymentWizardIntro-outside

PayPal

< Back to Table of Contents

Setting Up
Your Account

Accepting
Payments

Handling
Payments,
Withdrawals,
& Refunds

Managing
Your Account

Using Advanced
Merchant Tools

Getting Help

Payment Request Wizard
for Outlook

You can also use PayPal Buy Now Buttons in
your emails.

Using the Payment Request Wizard for Outlook,
you can quickly add PayPal payment buttons to your
email messages. When your customers click the but-
ton, it takes them to the PayPal website to complete
the transaction. Collect money quickly and easily. You
don’t even need a website!

The Payment Request Wizard lets you:

e Request credit card payments via email
e Track your payments on PayPal’s secure website
e Enjoy a fast and free installation

Select from 5 types of payment buttons:

e Basic Payment

e Product Invoice
e Service Invoice
e Auction Payment
e Donations

€8 cscarch Report - Message IS TES]
| Be gdu Yow et Formi Teok
| dgend | B & | Q| 1 | 2] 0mtors... | B) 2

Tow. | [omtonemcnean con
Subijeds  [Reseerch Report

=]
Hi Stervir,
ltweas a pleasure meeling you al the
mixer yeslenday, If you'd Be to purchiase
1he reporl wer discussed, send me 520
wia PayPal and 110 & et
Kindly, VisA | (e
Susan PAY MOV
=l

=
Pay Now! supscrIBE

IMITH FAYFAL

PayPal

Bu‘r =] oy DOMATE

PayPal (5 ‘

CLICK HERE T PAT
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Improved Checkout:
PayPal Account Optional

PayPal’s payment flow makes it optional for new buyers to sign up for a
PayPal account. That choice makes the purchase process more convenient,
resulting in an increase in completed sales and higher customer satisfac-
tion.

The streamlined new payment process applies to both Website Payments
Standard and Email Payments. It's included with these features: Buy

Now Buttons, Donations, PayPal Shopping Cart, Request Money, PayPal
Invoicing, and Payment Request Wizards for both Outlook and QuickBooks.
(It does not apply to Subscriptions.)

This checkout takes your customers through four easy steps:

e Shipping — Customers enter their name and shipping address.

e Billing — Customers enter credit card information, email address,
phone number, and an optional message to you.

e Review — Customers make sure their payment information is cor-
rect. They can either edit the information or complete the checkout
process.

e Save Information (optional) — Customers can save the informa-
tion that they’ve entered into a PayPal account for future purchases.
To create an account, all they need to do is choose a password and
answer a few security questions.

To turn off this new feature, simply go to the Profile subtab, click on
Website Payment Preferences under the Selling Preferences column, and
check the yes/no box under PayPal Account Optional.
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With Virtual Terminal, you can accept payments in your offline e e S
Managing store, at trade shows, or anywhere else you deal with custom- e
Your Account ers. Just enter some simple information about the transaction ——
into a PayPal-hosted online payment form, and PayPal will pro- st ] Clagly e to st
Using Advanced cess the payments. o
Total: 5|],Dl] usp
Merchant Too S | ol

Virtual Terminal lets you:

Getting Help

e Accept payments from customers who either prefer to pay
offline, or who don’t have PayPal accounts.

e Use PayPal as a one-stop payment solution—you don’t need a separate
merchant account.

e Keep costs low. Virtual Terminal is affordable—just $20 per month.

Apply for Virtual Terminal now

To apply for Virtual Terminal, you need to first sign up for a Business Account.
Then, submit an application for Virtual Terminal, get approved, and complete the
billing agreement that you will receive.
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Your Account

Using Advanced .
Merchant Tools e Setting Seller Preferences

e Shipping Made Easy

Getting Help

e Withdrawing Funds from Your PayPal Account

e Refunding Payments

In this section, you will learn how to administer the payment functions in PayPal
and access your funds.
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Setting Seller Preferences

Your Seller Preferences let you customize everything from
the look and feel of your payment pages to the types of
payments you receive. To set your Seller Preferences, log
in to your account, click on the Profile sub-tab of the My
Account tab, and select Seller Preferences.

You can customize the payment pages your buyers see
when completing their payment through PayPal. You can
match the colors and images on these website payment
pages to those of your own site, providing buyers with

a seamless checkout experience. For details, go to the
Custom Payment Pages in the Advance Merchant Tools sec-
tion of this guide.

Seller Preferences also lets you manage the types of pay-
ments you receive, and set your Credit Card Statement
Name, which is the name displayed on your customer’s
credit card statements when they pay you through PayPal.
The name will appear as PAYPAL <*YOURNAMEHERE>, and
can be up to 11 alpha-numeric characters.

TIP: By making sure your Credit Card Statement Name is meaningful
to your buyers, you can lower the risk of your buyers filing chargebacks
against you.

PayPal

TR Sond Maney | Roadast Monoy | Marchant Serdicos | Ruction Tocke | Products & Sericos

wenisw  AgdFimds  \Wemdiaw  Hestary  Resanmion Conter  Profile

Profile Summary

To edit your Profile information, please click on a link below

Account Information Financial Information

Email Credit Cards

Stregl Address Bank Accounts

Ehons Currency Balances
Password BillPsy

Natificstions Begeem Gift Certificates
Time 2 and Ponts

APl Arrees Mnr;;hlg Account
Busingss Infarmation it

Close AcCount Payments
tobile | Mass Pav |

| Mongy Market | ATM/Debit Card | RillPay | Referrals Befervals | About Us | Accounts
| Fass | Brivacy | Buysr Cradi | Secunty Canter | Contact U | Lisar Agrasmant | Davelopsrs | Shaps |
ﬁﬁ Certs ['H].i £/Poks

Selling Preferences
Auctions

Salgs Tax

Shippng Calgulations
Shipping Preferences
JPS Praferences

Preferences

PayPal Shops
Reputation
Sallsr Eligibility for PayPal

P 100

Webate Paymant
Prefe 5
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& Refunds Paypa[ AR R | M ot = Shipping Calculations Back to Profile Summary

Shipping will anly be applied to all PayPal Shopping Cart Purchases, Buy Now Buttons,

LT - Sond Mansy | Rocuoet Mohoy | MSrchant Serdchs | Blction Tacke | Praducts & Shndces and Donations, Shipping will not be applied to payments made with PayPal

Managin Ouaes ORI i L ERRAD: - RO RN Caeh = Preflle Subscriptions and Recurring Payments, Winning Buyer Notification, or Instant Purchase
g g (for auctions).
Your Account Protile Summary EUrtEneye ToiEnor Sl oL S C el aoe Ehoo & e i bs A IR BEleet I
. You have Shipping Calculations enabled, your current setings will be displayed after the page
refrashes,

To edit your Profile information, please click on a link below.

H Account Information Financial Information Selling Preferences Currency: [Eelect]
Using Advanced g =)

h I Email Credit Cards Auctions
Merchant Tools Sirast Adéiess bbb Sales Tax

Select or Save, below. The page will refresh after you have made your selection.

Bhone Currency Balances
G ) H I Password PayPal Debit Card Cost Method Description
ettl n e Notifications EillPa Calculate a flat shipping amount based on the total amount of the
g p ® | Flat arount (§) S irhaea
Time Zaone Redemption Codes A t_ .c R - ; S
alculate the shipping amount based on a percentage of the total
Multi-User Access Monthly Account 0 B 9 [eareentans (26) amount of the purchase.

Statemerits

Business Information

Sales Tax

[Shipping Calculations|
Preference

Close Account

Cost and Price Ranges — Enter a shipping cost for each price range. To make changes to the price
ranges, click Edit,

hipping

From your Profile, you can automatically manage the amount of shipping and sales

tax you charge your customers. PayPal lets you enter a different tax rate for each of

the 50 states. In addition, you can charge shipping costs at a fixed rate based on the
amount of the total purchase or as a percentage of the purchase price.

GOOD TO KNOW: Keep in mind that currently the shipping and tax rate settings only work with pay-
ments sent by U.S. buyers via the PayPal Shopping Cart, Buy Now Buttons, or PayPal Donations.
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PayPal has teamed up with the U.S. Postal Service and UPS to provide e G .
el (| |11

Managing integrated shipping tools. From your PayPal account, you can calculate {00

Your Account shipping costs, purchase and print labels, and track your shipments M
online. .

Using Advan el | I S———— oy

Merchant Tools Here’s how it works:

Getting Help e Pack your item in your own packaging or in the carrier’s packaging
e Weigh and measure your package
e Create a shipping label online through your PayPal account PayPal R -
¢ Print your shipping label and attach it to your shipment et e B e bl il

Show |AllAceay vl !j'hlldelllll‘t

Your shipment is ready to go! You and your customer can easily track the| © "3 = i
status of your shipment via pPayPal. | == oo | |
You’can access shipping tools on your account overview page after AN we | (e paiage)
you've received payment for the item you want to ship.

TIP: eBay Sellers: To ship an item sold on eBay, use PayPal’s Post Sale Manager.

GOOD TO KNOW: Your printer must produce labels that are clear enough to be
scanned correctly.
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Withdrawing Funds from Your PayPal Account

You can withdraw funds from your PayPal account by requesting an electronic funds
transfer to your bank account, or by requesting that a check be sent to you by mail.

Funds transferred to your bank account should become available within 3-4 business
days, but may take more time depending on your bank’s policies. For PayPal to send you
a check, please allow 1-2 weeks for delivery. While fund transfers are free of charge,
each check withdrawal carries a $1.50 USD fee.

GOOD TO KNOW: Each new PayPal account is limited to withdrawing $500.00 USD per month until they com-
plete two of our three authentication steps (confirm bank account, enter Expanded Use Number, and confirm
Social Security Number). To view or remove your own PayPal Limits, log in to your PayPal account and click
on the View Limits link next to the Balance Box on your Account Overview.

Here's how you withdraw funds from your PayPal account:

Withdraw Funds

Pal offers the following options for getting funds out of your PayPal account.
can earn a return on your PayPal balance with the PayPal Money M.

Transfer funds to your bank account |

Processing Time Cost

r funds to your bank account 3-4 Business Days Free!

Request a check from PayPal 1-2 Weeks $1.50 Us
Instant

{once you get a card) Listecsehity

Shop with a PayPal debit card

Get cash out of an ATM Instant $1,00 U3

Logout | PayPalH Shop online with a PayPal virtual card Instant Free!

Buy from over 30,000 PayPal Shops Instant Free!

RequestMoney | Merchant Services

Pay your bills online with PayPal BillPay Instant Free!

OQwerview  Add Funde  Withdraw

ystory  Resolution Center

Log in to your PayPal account and click on
the Withdraw sub-tab.

Profile

Click the Transfer funds to your bank

account link.
More >
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Withdrawing Funds from Your PayPal Account

LogOut | PayPal Home | Heln

PayPal

My Account Send Money Request Money Merchant Services Auction Tools Products & Services

Overview  Add Funds  Withdraw  History  Resolution Center  Profile

Withdraw Funds by Electronic Transfer Secure Transaction £

It may take up to 5-7 business days to transfer funds from your PayPal account to
your bank account, but may take longer depending on your hank's policies, For instant
access to your funds, Use your PavPal Debit Card,

From This Balance: $0,00 USD

Amount: [$500

To: [ Citibank Checking (Confirmed) 0000000 # |
Add Bank Account

LogOul | PayPd Home | Help

PayPal

Myfccount | SendMoney | RequestMoney | MerchantServices | Auction Tools | Prodicts & Services

Owerdews  Add Funds ~ Withdraw  History  Resolution Center  Profile

Withdraw Funds Confirmation Secure Transaction £

You are about to withdraw funds via electronic funds transfer to your bank account,
Please make sure the information provided is correct,

This process usually takes 3-4 business days to complete, but may take more time
depending on your bank's policies. &l

Amount: $1EII]‘EIEI usoD
Bank Account Name: Steve Miller
Bank Name: Springfield Bank
Bank Account Number: 3XxxH)KxXHX

Choose the bank account to which you
would like to withdraw the funds and
enter the amount. Click Continue.

Submit | Cancel

Review the details of your transaction.
Click Submit. Your funds should appear
in your bank account balance in 3-4
business days.

TIP: You can also access your funds immediately with the PayPal ATM/Debit Card.
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Refunding Payments

You can easily refund payments you receive, including all transaction fees,
within 60 days of the payment.

To refund all or just part of a payment, log in to your account and click on the
History sub-tab of the My Account tab. Find the payment in your transaction
history and click on the Details link to go to the Transaction Details page. To
fully or partially refund the payment, go to the bottom of the page and click on
the Refund Payment link.

GOOD TO KNOW: If you decide to refund a payment more than 60 days after it was sent,
you will need to use the Send Money tab to send the refund. In this case, your transaction fees
will not be refunded.
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Managing Your Account

e Selling Safely with PayPal Seller Protection

e Accessing Your Profile

e Reviewing Your Account History

e Viewing Your PayPal Reputation and Verification Status

On our secure website, you’ll find everything you need to manage your PayPal account
through the Profile. To go to your Profile, log in to your PayPal account and click on the
Profile sub-tab of the My Account tab.
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Selling Safely with PayPal Seller Protection

Protect Yourself from Chargebacks with PayPal’s Seller Protection

When you use PayPal to receive payments, you can protect yourself against
certain chargebacks by meeting all the requirements of the Seller Protection Policy.

A chargeback occurs when your buyer contests a charge through his credit card
company and the credit card company reverses the charge. Unfortunately, as with
a traditional merchant account, this often leaves the seller responsible for 100%
of the transaction liability.

However, when a transaction qualifies for PayPal Seller Protection and you follow the
guidelines below, PayPal will protect you from chargebacks.

Seller Protection Policy requirements (all of these must be met)

e Have a Verified Premier or Business PayPal account

e Ship to the buyer’s address displayed on the Transaction Details page
e Ship within 7 days of the payment

e Retain reasonable proof-of-shipment that can be tracked online

e Ship tangible goods

e Only accept a single payment from a single PayPal account

e Respond to PayPal’s investigation of the transaction in a timely manner
e Do not surcharge the buyer

Note: At this time, the Seller Protection Policy is only available for U.S. or Canadian sellers transacting with U.S.
buyers, and for U.K. sellers transacting with U.K. or U.S. buyers. Eligible transactions will be displayed as Seller
Protection Policy Eligible on the Transaction Details page of a payment.

More >
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Selling Safely with PayPal Seller Protection

Non-qualifying Transactions

If a transaction does not fully qualify for PayPal Seller Protection coverage, and you
have relevant evidence to support your case, PayPal may still help you dispute the
chargeback with the buyer’s credit card company.

You can provide your documentation through the Resolution Center, which you can
access near the top of the page when you login to your account (you can also send

it via email to chargeback-response@paypal.com or fax it to 402-537-5755; please
include your PayPal Case ID in the subject of their email or on a Fax Cover Sheet).
PayPal uses your evidence plus any evidence PayPal may already have to dispute the
chargeback with the buyer’s credit card company. Because credit card companies
impose short deadlines on responding to chargebacks, you should respond within 3
days after you're notified of a chargeback (you’'ll find response deadlines in the notifica-
tion email sent to you by PayPal).

PLEASE NOTE: PayPal reserves the right not to dispute a chargeback even if the seller
has provided some evidence, particularly if PayPal believes the dispute is not likely to
be successful.

GOOD TO KNOW: If you decide to ship internationally outside the Seller Protection Policy, you should still
retain proof-of-shipment, ship promptly, and only accept a single payment from a single PayPal account.

TIP: For additional information on the Seller Protection Policy and mitigating your risk, visit PayPal’s Security
Center by going to the Security Center link in the footer of any PayPal page.
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Accessing Your Profile

Your Profile is organized in three columns:

Log Ot | PayPal Home | Help |

PayPal

My Account Send Money Request Money Merchant Services Auction Tools Products & Services

Owerview  Add Funds  Withdraw  History  Resolution Center Profile

Profile Summarv

To gdnl your Druﬁr= m(nrrnat-o Elease clll:lc on a lmk bera W

Account Information Financial Infermation Selling Preferences
Email Credit Cards Alctlions
Streat Address nk Accounts Sales Tax
Password BillPsy Shipping Preferences
Hotifications Badeem Gift Certificate Ups Praferences
Time Zoos andlvenns Payment Beceiving
4Pl Access Monthly Account EBreferences
Busingss ;nfgwma!mn Stalaments anm
y Merchant-Tnitiated Notificat Prafy
Close Account PBayments PayPal s
Beputation
Saller Eligibility far PayPal
ar Pri 1N
ita P
Eraferences
custom Payment Eagji
NV DIC [ atl

Makile | Mazs Pay | Moogy Market | ATH/Cebit Card | BillPay | Beferral: Baforcals | About Us | Accounts
IMIMIM'MIMIMIM&IMI

aneboy company

Account Information

Use the Account Information column
to perform basic account maintenance,
including updating your password,
adding and confirming one or multiple
email addresses, and managing your
Business Information.

Financial Information

Use the Financial Information column

to keep track of all the financial tools
associated with your PayPal account,
including adding credit cards and bank
accounts, activating and managing your
PayPal ATM/Debit Card, maintaining your
Multiple Currency Balances, and viewing
your Monthly Account Statements.

Selling Preferences

Use the Selling Preferences column to
organize the way you sell with your PayPal
account, including editing your Payment
Receiving and Shipping Preferences,
maintaining your Reputation, and listing
your store with PayPal shops.
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Reviewing Your Account History

To view and download your transaction history and generate valuable reports, log in to
your PayPal account and click on the History sub-tab of the My Account tab.

History Help w
Monthly Account Statements Rq
Wisw Up to thres previous months of transaction history in ane convenient s Do

placs.

(Mext statement available on Jan. 15, 2004)

Dec. 2003 | ¢
Search - Search your Account History and see results helow

: | All Currencies =

All Activity - Advanced View
All Activity - Simple View
Payments

= Payments Sent

- Payments Received

~-=-To djmilliner@paypal.com
--To fishydu@sbadv.com
--To paleez@louise-moiniha.com m
--Te sashagocha@laplaney.com
--To brezzy23@davidjmook.com
--To suk69@torminaster-yo.com

Mass Payments Status Details Action

LogOut | BayPalHome | Help | Securty Certer Search |

ey I RequestMoney | Merchant Services Auction Tools Products & Services

draw  History Resolution Center Profile

Help with this page %31

Reporting Tools
story imone convenient + Download My History

+ Merchant Sales Report
Free Trial Version!

Learn More

+ Advanced Search

. 5 855

ults below

Basic Search

You can use the Basic Search to view
sub-sections of your transaction history
—such as Payments Received or Money
Requests sent —using the Show drop-
down menu and the Within and From
radio buttons.

=

Advanced Search

You can use the Advanced Search to view
your transaction history by Transaction
ID, auction number, or your buyer’s email
address or last name. To use Advanced
Search, click the Advanced Search link
from the History sub-tab.

More >
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Reviewing Your Account History

Search - Search your Account History and see results below

ili": [ All Currencies i,

Show: [ All Activity - Simple View

® From:[I2 /09 /[7003 Te:[0T /[0 /[2004

Month Day  ‘Year Manth Day ‘Year

- Simple View from Dec. 9, 2003 to Jan. 8, 2004

Iype To/From | Name/Email | status Details  Actio

Payment To Steve Miller Campleted | Details

Bill From Jos Brown Paid Details

Payment Ta Steve Millsr . Comp\eted. Elﬂﬁﬂ

Payment Te . Thornas Jehnson . Comp\eted. o !

Payment Ta . Mike Millar . Unclaimed . ad
| g

Transaction Details

You can view the Transaction Details,
which include in-depth information
such as shipping address and related
transactions, for any entry in your
Transaction History by clicking on the
Details link for that entry.

TIP: When you go to the Transaction Details
page, you can also complete actions related to
that transaction, including providing a refund,
accepting or denying the payment, and
creating a packing slip for the item purchased.

Dec. 1003 Monthly Account Statement
To o yout Mt e Siatmmant, sk Got Pkl Voraton S
tarvency vy [N Dol )
TTSTOTY
ot
Monthly Account Statements v | yast s
Wiew up to three previous months of transaction history in one convenient, T
place. =
Ext statermnen ilable on Jan. 15, 2004) beber o Wabsewl  mber sl Vb of
Benwiwed  Beieeeed Mm s e e
Dec. 2003, - oz v g
Nov. 2003 [ 0] am
Oct. 2003 o W e em
S T
earch - Seard r Account History and see results below e |
- "m] o
i o T
show:  All Activity - Simple View % Jim: (Al Currencies |- - | am
o o s am
[ within: [The PastDay | = Bs i v e
- A\ um am
is e

® From:[[Z /[09 /[F003 To:[0T /[0% ,[ZO04

Month Day  ear Month Day  Year
ity - Simple View from Dec. 9, 2003 to Jan. 8, 2004

Type To/From Name/Email Status

Details  Action Gr|

Monthly Account Statements

You can view and print summaries of the
latest three months of your transaction
history by choosing a month from the
drop-down menu on the History page.
The Monthly Account Statement gives
you a daily summary of transaction
activities, such as Payments Received
and Fees Charged, for each currency
your account holds.

TIP: Your Monthly Account Statement can also
be accessed by clicking the Monthly Statement
link in the Financial Information

column on the Profile page.

More >
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nt Statements Reporting Tools

previous months of transaction histary in one convenient + Download My Histary
* Merchant Sales Report

available on Jan. 15, 2004) Fras Trial Varsion!

] Learn More

Reviewing Your Account History

Ty

nt Statements Reporting Tools

previous months of transaction history in one convenient + Downlosd My Histor
¢ Merchant Sales Report

available on Jan. 15, 2004) Free Trial Version!

'”m Learn More

» Advanced Search

your Account History and see results below

- P aporting Tools

s Advanced Search
+ Transaction Disputes

and see results below

+ Download My History

- Advanced View

% Jin: [AllCurrencies [ 2]

% Jim: [ All Currencies 3

lastoay__ %) +« Merchant Sales Report

[P0 /[F0037 Te:[IZ” /30 / [O03

pay  Year Month Day  Tear

ree Trial Version!

:[IZ° /[0 / [Po03-

Month Day  ‘Year

'om Nov. 30, 2003 to Dec. 30, 2003

Nel

|
e/Email Status Details _Action Gross Fee

Downloadable History Log

To download your transaction history log,
go to the History sub-tab and click the
Download My History link to go to the
Download History page. In addition to
choosing which transactions to include in
your download, you can also choose the
file format (comma-delimited, Quicken,
or QuickBooks) and customize your
download. For detailed instructions, see

the PayPal Downloadable History Log
Manual.

TIP: Once you've downloaded your history,
you can use the information to gather
customer email addresses (for a targeted
mailing list), track seasonal business trends,
or just reconcile your business accounts.

jom Nov. 30, 2003 to Dec. 30, 2003

Nel

|
efEmail Status Details | Action Gross Fee

Merchant Sales Reports

With PayPal’s Merchant Sales Reports,
you can analyze your revenue sources
to better understand your customers’
buying behavior. Every week, you'll
receive a valuable analysis of your sales
by channel and currency. Merchant Sales
Reports cover the most recent week,
from Saturday through Friday.

Only one week’s information is available
at a time, but you can download your
Merchant Sales Reports to view them
later. To start using PayPal’s Merchant
Sales Reports, log in to your PayPal
account and click on the Merchant
Sales Report link under the

Merchant Tools tab.
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About mellieebrewn@hotmeil.com:

To protect your security, PayPal offers information on the
status of this member.,

?.Seller Reputation: ;(12)\#eriﬁed E-uyer-s
Using Advanced | Account Status: ;.Qeriﬂed
Merchant Tools |Account Type: US Premier

| Account Creation Date: ;-Mar. 12, 2003
Getting He|p iPayPaI Member For: 1 wear 2 months

& Member accepts all payments

Seller Reputation

The =eller Reputation Mumber measures how many VYerified
FPayPal rmembers have paid that seller. New transactions are
added 30 days after they occur, to ensure that the
Reputation Mumber reflects successful exchanges,

Your Member Information Box gives prospective buyers the opportunity to
learn a little more about you before they make payment. Buyers will see a
link to your Member Information Box on the Send Money Confirmation page,
and, if you sell in PayPal Shops, it will appear as a numeric link next to your
name [e.g. PayPal Shop (20)].

The number in parentheses next to your Verification Status is your Seller
Reputation Number. This shows the number of unique Verified buyers
who have paid you. New transactions are added after 30 days, and only
transactions of more than $5.00 USD will count towards your Seller
Reputation Number.
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e Custom Payment Pages

e Multi-User Access

e Online Logo Center
e PayPal ATM/Debit Card
e Selling Internationally

e Accepting Multiple Currencies

e Selling on an Auction

e Instant Payment Notification (IPN)

e Mass Pay
e PayPal Shops

e Web Services & Developer Central

Using Advanced Merchant Tools
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Payments, With our Custom Payment Pages feature, you can tailor PayPal’s payment pages to the
Withdrawals,

& Refunds

style of your website and give customers a seamless payment experience. Choose cus-
tom page colors and add images to make PayPal’s payment flow yours! This feature is
available exclusively to Premier and Business Account holders. You'll see the difference

Managing these customizations can make in the examples below.

Your Account

Using Advanced

Merchant Tools Paypal [~ Payea |

Getting Help Payment Detalls ]
g PayPal it the authariced paymant crocassor for Globe Industrins. FRIVAEY
BREOuLisr Payment Detaile Seore Tranasmos &
) Fartal o e PRAVAET
Pay To: Glabe Industries _&_I—"’"

Payment Far: Steel Widget Pay Yol (ot [ndsimes
Currsmey: U5, Dallars Paymast Fer: St Widoe
Amount: §15,00 S0 Curesacy: 1,3, Dolars
ARum §15.00 U0
shipping k Haadbag: 4,00 VS0
If you have never paid through PayFal, | Click Here
IF yeu bave never paid thiough PayPal, _ Slk Hers

FayPal Lo?in PayPal Login
Email Addeess [ o -.:m.—: "
Forfal Parsma M:,—P‘Jl’u:'.\:\,':uw:\'-} Lot Pt b
Carfinug ﬂ
A payment page in the regular, PayPal The same payment page with a Custom
page style. Payment Page Style applied. This page

style includes a custom header image
and header border color.
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Custom Payment Pages

Getting Started

To start using Custom Payment Pages, go to the Custom Payment Page Styles page:

lemlu | Petwiues e Dot lene S

PayPal

My Account ‘Send Money Request Money Merchant Services Auction Tools Products & Services
Overview  AddFunds  Withdraw  Histary  Resaolution Center Profile
Profile Summary

To et pour Profis sfsrmation, pleess clek on 3 ik below

Selling
et Cands Auctions
Baok Accounts

Bocy Balances

it s | Accaurty

2 Paym
Preferances
Tiaa | By e
""" Custom Payment Pages. §

1 fe
Darsiooes | Sheos |

Invoice Templates

From the Account Overview page, click on
the Profile sub-tab. Click on the Custom
Payment Pages link under the Selling
Preferences heading. This will take you to
the Custom Payment Page Styles page.

ey | Detwiees ey Gesd o —

PayPal

MyAccount | SendMoney | RequestMoney | MerchantServices | AuctionTools | Products & Services

Overdew  AddFunds Withdraw  History  Resolution Genter  Profile

Custom Payment Page Styles Back ta Profile Summary.

Give your customers a smooth payment experience by customizing PayPal's payment
pages to match the look and fesl of your wehsite, Learn more.

The Primary page style applies to all of your payment pages, unless specified otherwise
for a particular button or link,

Your Page Styles

| status
@ PayPal | Primary
l Praview H Make Primary ” Rermove |

Mobile | Mass Pay | Money Market | ATM/Debit Card | BillPay | Referrals | About Us | fccounts | Fees |
Brivacy | Buyer Credit | Security Center | Contact Us | User Aqreement | Developers | Shops | Gift

Certificates/Foints

From this page, you can Add, Edit,
Preview, and Remove page styles, as well

as make any page style your Primary
style.

TIP: Set the Auto Return feature for Website
Payments to bring your buyers back to your
website immediately after payment completion.
And, set up Payment Data Transfer to dis-
play transaction details to buyers when they are
redirected back to your website.
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A Multi-User Access

E:;r?wlcierr]mgts PayPal’s Multi-User Access feature allows you to set up multiple logins and access levels,

. so your employees only have access to the parts of your PayPal account that they need
Withdrawals, o : .
& Refunds to complete their jobs, letting you run your business smoothly and securely.

Managing . .
Your Account Here’'s how to get started with Multi-User Access

= Lo Out | PayPal Home Logut | PaPal
Using Advanced PayPal PayPal :
Mercha nt Tools My Account Send Money Request Money Merchant Services My Account SendMoney | RequestMoney I Merchant Services ARuction Tools
. ) 0 Add Funds  Wwithd Hist Resolution Center  Profil
Overview  Add Funds  Withdraw  History  Resolution Center Profile verew und= fthdraw =l eeaiution Lenter rofile
Profile Summary
G tt H | at's New U.S. Business Account Overview e -
ettl ng elp o To edit yeur Profile information, pleass click on a link balow
yourse|f g - . ~ . -
Luditent heladal g Account Information Financial Information| | Selling Preferences
= Email: (&dd email)
Status: Verified (21) Email Credit Cards Auctions
srchants - Street Address Bank Accounts Sales Tax
to §100.00 Balancs Manags | Transfer i Lifts Phone Pl Bakihess pping Caloulations
U.5. Dollar (Primary): $0.00 USD password PayPal Debit Card Shipping Prefersnces
Imended Euro: €0.00 EUR Naotifications BillPay Payment Receivin:
For Merchants " e s Time Zone Redemption Codes Prafgrences
Bl 3 Instant Payment
th Multi-User Access Monthly Account -
ﬁﬁ‘ Ciirrert Total in .5, Dollsrs: $0,00 USD Staiemants Hotification Preferences
ey PayPal Shops
o
it Bate Currently earning 1,03% Close Account P
ime Zone
UK Launch Recent Activity | All Activity | Itsms Won &b |
/ Tips Items Sold Multi-User Access Brctartior:
Business Information
Log in to your PayPal Business Account. Go to your Profile and click the

Multi-User Access link.
More >
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Multi-User Access

My Account Send Money Request Money Merchant Services Auction Tool

Overview  Add Funds — Withdraw  History  Resolution Center FProfile

Multi-User Access - Current Users Dk tn Srofils Suryesry
Tha Mufti-User Access fsature allows the Account Owner 16 give multiple usars Yanous
levels of accass to @ sagle PayPal account. The Azcownt Owner is the Admnistreator, oF
the person whio grants access nghts, of the RayPal account Sep Demg

To use Multi-User Access, you must first specify an email address for your Email
adeinistratar. The Email ddministrates wil recesve i email nolfcatons regarding your
accaunt's activity.

Tna Email administrator provides an addinonal method of control over yeur account,
Pleass: be careful with the amal address. We recammand this email address not recave
payments,

Please salect an emal addwass for yoiur Emad Adminstrator and click Continue,

Mobe: tf your RayPal sccount only has ore emad address, click the Add an Email Address nk to add

ansither mirad address. Alfter pou add and confirrm the smail addees, you san reten b this page and
walect this @mail s8dress &5 your Email Adminiteatar,

meguserBpaypaleam 5] add an Email Addras

_Cominee |

Uier"s Name: o
tFiest and Lart) B Bookkeapar

Tha User 1D must be betwean 10 and 16 characters long, can only contan ktters and
rumbers (no special characters), and is NOT case sensitive.

User D: W

Re-enter User [D; W
Password: r
Rn-nntor Password: F—'

Multi-User Access
Chack the bax naxt to each of the priwileges for which this user has parmission:

™ Serd Monay ' Withdraw Funds

™ Mass Payments « Cancel Payments

[ Requast Morey I view Balance

I Add Funds ¥ View Profila

™ pefunds T Edi Profile

I edl pay ™ Schoduled Downioadable Log

[ S

Specify your Administrative Contact email
address, which is the email address

that will receive notifications about your
account activity.

Add up to 200 separate logins to your
account. For every login, select a User ID
and password, and specify what account
privileges the user has permission to
access (e.g. Refunds, Send and Request
Money).

TIP: You may want to establish a separate login
for each employee who accesses your PayPal
account, and grant each user the minimum
access necessary. If an employee forgets or
loses a password, you can always log in and
reset it.

GOOD TO KNOW: You can create additional
logins, edit an existing user’s privileges, or
delete a login at any time from your Profile.
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Payments PayPal Online Logo Center

Handling

We've made it easy to increase sales by communicating to customers that
Payments,

Withdrawals, you accept PayPal.
& Refunds

Go to PayPal’s Online Logo Center. There, you'll find the simple HTML code
Managing you need to place graphics on your home page and in your checkout that
Your Account tell customers that you accept PayPal and all major payment options.

Using Advanced
Merchant Tools

Getting Help Onlinestore.com Onlinestore.com
— [—= R % E— -'I_”:’alyfl— — We pfﬂfﬂf PayPaI
— PavPal — PayPal -
— y e ) 5 i =

By letting buyers know that you accept PayPal, you can help increase
your sales by reaching a large network of buyers who prefer to pay with
PayPal.

Click here to go to the Online Logo Center.
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PayPal ATM/Debit Card

L

yPal

The fastest way to access your PayPal funds

The PayPal ATM/Debit Card offers you instant access to the money AEIEL?8 9123 .
in your PayPal account. Withdraw cash at an ATM or use it anywhere /02 01,/ 30/ 0% 1 _m’

MasterCard is accepted.

To learn more, or request your PayPal ATM/Debit Card, log in to your
account and click on the ATM/Debit Card link in the Enhance Account
box on the Account Overview page.

The PayPal ATM/Debit Card is open to members who meet the following criteria:

e Have a U.S. PayPal Premier or Business Account
Have been a PayPal member for at least 60 days

e Have registered a credit card where the monthly statement is sent
to a physical street address (not a P.O. Box)

Are a Verified Member (have added and confirmed a bank account)
Are an active PayPal member in good standing
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Selling Internationally

It's easy to sell internationally with PayPal. With more than 45 million accounts
in 38 countries, PayPal can help you reach buyers from almost anywhere in
the world, so you can continue to grow your business globally.

You can always withdraw funds in your PayPal account to a U.S. bank account,
and PayPal also accepts withdrawals to local bank accounts in 24 countries.

In addition, PayPal’s Multiple Currencies feature lets you accept payments in
U.S. Dollars, Canadian Dollars, Euros, Pounds Sterling, and Yen.

ﬁg!
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Accepting Multiple Currencies

Here's how you can handle foreign currency with PayPal

When you receive a payment in a currency in which you do not
already hold a balance, PayPal will prompt you to open a balance
for that currency, convert to your primary balance, or deny the
payment. Payments in currencies for which you hold a balance will
automatically be applied to the correct balance.

You will see a summary of each currency balance on your
Account Overview page.

You can manage your currency balances in your Profile.
This includes opening and closing balances, as well as transferring
between balances.

Transferring funds between different currency balances is easy
and instant. A foreign exchange calculator is provided to help you
determine the exact amount prior to completing the transfer.

You can auto-convert payments to your primary currency via

a Payment Receiving Preference in your Profile.

This is useful if you wish to display prices in different currencies,
but only do business in a single currency.
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Selling on an Auction

PayPal offers a full suite of auction tools to assist you in managing your auctions
and eBay listings. You'll be able to stay on top of your items, from sales to
invoicing to payment collection. You can view all of PayPal’s auction products
from the Auction Tools tab, located at the top of every PayPal page.

LOGO INSERTION Make payments even easier for your buyers: add a PayPal
payment logo to your listings.

Here’s how you add a PayPal logo to all your new listings:

1. Log in to your PayPal account.

2. Click on the Automatic Logos link on the Auction Tools tab.

3. Enter your eBay User ID and password, and click the Off button for Automatic
Logo Insertion. Select On and click Update. PayPal will be added as an
accepted payment method for all your U.S. listings. A smart logo will be
added to any non-U.S. listings. You can also add a PayPal logo to your listings
manually. Simply log in to your PayPal account and click the Manual Logos
link on the Auction Tools tab.

TIP: When you use a Smart Logo on your eBay listings, the logo changes depending on the state of
your listing. It begins as a standard logo, and then becomes a Pay Now button as soon as your listing
has ended, so your buyer can pay you instantly.

More >
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Selling on an Auction

WINNING BUYER NOTIFICATION (WBN)

Sign up for PayPal’s free Winning Buyer Notification (WBN) service, and we will
automatically notify your winning buyer of your eBay items closing. You'll get your

money faster when you invoice your buyers instantly.

WBN emails include all of the information your winning buyer will need, including
a link back to the item listing and a PayPal Payment Button. Each email includes:

A link to a secure PayPal payment page with the item
details already filled in

Your instructions on shipping, handling, and payment
A customized message from you
Your logo and email address

Here's how you get started with WBN:

1. Log in to your PayPal account.
2. Click the Winning Buyer Notification link on the Auction Tools tab.
3. Enter your eBay User ID and password. You can also customize

the email notification each buyer will receive.

More >
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Selling on an Auction
POST-SALE MANAGER

PayPal’s Post-Sale Manager is your one-stop resource for managing all of your
end-of-sale activities for items sold on eBay. With Post-Sale Manager, you can manage
payments, invoices, shipments, and feedback from one location, so it’s easy to keep
track of your eBay listings.

Here’'s how you get started using Post-Sale Manager:

1. Log in to your PayPal account.

2. Click the Post-Sale Manager link on the Auction Tools tab.

3. Enter your eBay User ID and password. The next time you log in, click the
Post-Sale Manager link on the Auction Tools tab to view and manage your
eBay items sold in the past 30 days.

TIP: You can explore all of PayPal’s Auction Tools by logging in to your PayPal account
and clicking on the Auction Tools tab.
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Instant Payment Notification (IPN)

PayPal’s Instant Payment Notification (IPN) service immediately notifies your
backend server with an HTTPS post whenever you receive a payment. You can
use IPN to integrate PayPal payments with your website’s back-end operations,
helping you save time, keep your inventory updated, and automate fulfillment.
With IPN, you can:

e Customize your website’s response to customer purchases in real time
e Track customers through the notification’s pass-through variables

e Automate your fulfilment operations

e Store transaction information in your own database

GOOD TO KNOW: Using IPN requires custom programming by your web development team to
interface with a back-end database. Alternately, some third-party vendors offer products to help
you manage your PayPal payments. To learn more about IPN and the many other developer tools
offered by PayPal, go to the PayPal Developer Network (PDN) by clicking on the “Developers” link in
the footer of any PayPal page.

Here’s how you get started with IPN:

1. Log in to your PayPal account.
2. Click on the Instant Payment Notification link on the Merchant Tools tab.
3. You'll be taken to the IPN Center where you can view a demo,

read the manual, and sign up for IPN.
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E:;:qlgr']gts Replace checks with instant email payments. PayPal lets you avoid the slow, tedious

Withdrawals process of writing and disbursing checks to large nhumbers of people. And Mass Pay is
R ! inexpensive: a fee of just 2% of the payment amount, up to a $1.00 USD cap, will be
added to each payment.

Managing
Your Account Use PayPal Mass Pay for:

Using Advanced o Affiliate commissions
Merchant Tools

Customer rebates
Employee benefits
Lottery prizes

e Survey incentives

Getting Help

GOOD TO KNOW: There must be sufficient funds in your account to cover the Mass Payments and
applicable fees. You cannot use a credit card or bank account for this service.

More >
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9 Here’'s how you get started with Mass Pay 4
Payments,
Withdrawals, PayPal TR P
& Refu n ds My Account Send Money Request Money Merchant Ry :hm: With Inetant hmaj paymants!: bt i-th?
Attach Hass payment I
Y ERE g in g Mass Overview Enil i
YOU r ACCO u nt Replace checks with instant emall (m:‘:n'::
= {Thes r5 @ Provmer and Business Account fead
7 narnegTarnl ooy £10.50 customerFD01 PayPal snablas businassas ta avaid thy H
. E28 namedamail comy ;; .g asdf-1234 TthTksj %ﬂ:}dzuiineessg Jo'l:n l g Sty st Sbocupn £ _—

3 Inarr el Con . [ Tk r antinue
USI ng Advanced Emﬁﬂ@gm $4.99 45552345 v Instead, they can male instant, siectfomms I
Merchant Tools KX i

?_! It's perfact for paying:

[ b Im\sheetr (Shata fishests f [ s~

Getting Help

Create a simple tab-delimited text file
that lists the email address in the first
column and the payment amount in the
second column. An optional third column
lets you list a unique identifier for each
recipient, for tracking and reconciliation
purposes. And, an optional fourth col-
umn lets you add custom notes for each
recipient.

v pay=to=surf rewands
* nrployee benafits

* |atléry prizes

- Sryry incentives

And Mass Payment 15 insypansivel A fea of just 2% of the
I

sauenant ameint wivk 3 &1 A0 G0 rap will ha scsacead aAn sarl

Click on the Mass Pay link in the

footer and then click on Make a Mass
Payment on the Overview page. You
will be prompted to upload your Mass
Payment file and customize the email
notification that is sent to your recipients.

Click Continue to confirm your payment,
and then click Send Money to complete
your transaction. Your recipients can
claim their money by clicking on a link
within their payment email notification.

<<= >



PayPal

< Back to Table of Contents

Setting Up
Your Account

Accepting
Payments

Handling
Payments,
Withdrawals,
& Refunds

Managing
Your Account

Using Advanced
Merchant Tools

Getting Help

PayPal Shops

PayPal Shops is a directory of over 42,000 online businesses and
organizations that accept PayPal payments. Enrolling in PayPal
Shops puts your online store into the directory for free, and allows
millions of PayPal members instant access to your website.

PayPal members can easily search for your product or service
through our PayPal Shops directory and can be confident that they
are purchasing from a reputable seller. PayPal Shops provides cus-
tomers with a direct link to your online store, encouraging them to
view additional products and services.

GOOD TO KNOW: To create the most secure marketplace possible, we require all
PayPal Shops sellers to have a Premier or Business account, a confirmed bank
account, and a registered credit card.

PayPal Shops sellers must also have a PayPal Money Market Fund account, which
requires either a Social Security Number or an Employer Identification Number.
Having this information helps PayPal prevent fraud and ensure a safe shopping
environment for our members.

To enroll your online store in the PayPal Shops directory, login to
your account, then visit https://www.paypal.com/APPLYSHOPS.

Search Shops

PayPal Shops

Search

Need search help?

Categories
Antiques & Art
fuction Resources
Autornotive

Babies & Kids

Beauty

Books, Music, Movies

wWith over 42,000 websites that
accept PayPal, you can solve all of
your shopping needs! Check out
our featured shops below!

Introducing our Featured Shops:
Sas4a.com -

. Online beauty
T4 and health shap
§©|§©| c;n‘? Found In:Eeauty
= — Discount branded
cosmetics,
fragrances,
health,... Free International Shipping
available,

23 Back || NexT B3



PayPal

< Back to Table of Contents

Setting Up
Your Account

Accepting
Payments

Handling
Payments,
Withdrawals,
& Refunds

Managing
Your Account

Using Advanced
Merchant Tools

Getting Help

Web Services & Developer Central

In PayPal Developer Central, a gateway to the PayPal Web Services
platform, you'll find the latest technical information about developing
e-commerce websites and applications with PayPal.

Log in to Developer Central.
Sign up for a free Developer Central account.
Services available:

Developer Help Center & Forums

Access helpful manuals, code samples and developer forums. Enable
interaction with the PayPal developer community. Share best practices,
get feedback on your ideas, ask questions, and discuss solutions with
other developers and merchants.

PayPal Web Services Beta
Register for a developer certificate, automate your payment processing,
and build new e-commerce applications with the PayPal APIs.

PayPal Sandbox

Test PayPal application components in a self-contained environment
before integrating them into an application. Test Website Payments,
Instant Payment Notification (IPN), and APIs.

PayPal
Dewvalaper Central
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Most questions can be answered immediately in the online Help Center.
Try entering a topic in the search box.

P P I LogOut | PayPalbome | Help | Security Cerder Search |

My Account Send Money Request Money Merchant Services Auction Tools Products & Services

Managing
Your Account

Getting Help

Help Center — e ——

Categories

(£ Top Questions

Search: Have a question? Find your answer fast.

|Enter your question here IsEa reh I
{Example; "Can I add another email address?")

[0 Getting Started Search Tips

O3 Account Basics Top Ques
3 Hon-U.5, Accounts Q| What is PayPalz
23 Making Payments O How do I send maoney?

Help by Email

The PayPal Customer Service team is trained to address all account inquiries.
Send an email for a prompt reply.

Help by Phone

If you have an issue of immediate concern and cannot find your answer
in the Help Center, call the Service Center.
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