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Guide to adding users to your account

To help with account management and fundraising across your organization, you can add up to 200 users to your PayPal account.
When you add a user to your account, you are asked to provide the following information:
· User ID - A unique ID that is 8-16 characters long and contains only letters and numbers. Choose the user ID carefully; once assigned, you cannot change it.
· Password — A combination of 8-20 characters that contains letters, numbers, and special characters. You can change the password, as needed.
· User Access - Select one or more privileges from the list on the page.
To get started, log in to your PayPal account and go to My Profile.
Select the "My settings" tab on the left, and click "Account AccessGet started" (or "Update" if there are already additional users on your account) in the Manage users row.and then select the “update” button next to Manage Users.
Once in the Manage users section of your account, you'll be able to add and delete users, and edit their access privileges.
[image: ]When adding a user to enroll in and manage PayPal Giving Fund, we recommend selecting the " Access Reports” for both the US & IRE privilege listed under Administration to grant them the necessary access. You can add more privileges, as needed. 

[image: ][image: ]1. Profile and settings	2. My settings > Manage users	3. Administration > View Profile

[image: ]


[image: ]Copyright 2020 PayPal. All rights reserved.
image5.png




image1.png
1 Pay




image2.png
Message Centre

Profile settings.

Account settings

LogOut

[T Edit/  Hide ~




image3.png
Account access

Log In with PayPal

API Access

Manage Users

Limits

Websites where you've logged in with PayPal.

Manage API credentials to integrate your PayPal account with
‘your online store or shopping cart.

Manage secondary users who can access your account.

Limits on your account.

Change

Update

View




image4.png
Permissions

[] parmissons ctons

o

Copyrght© 1992020 Payeal Al rghs reserved. | vy el Pucy s




