Creating a PayPal Invoice

Creating an invoice from your PayPal account is fairly easy to do.

If you follow the steps below it should get you started and able to successfully create and send a

professional-looking invoice to your clients.

Step 1: Log into your PayPal account and then click on the “Request Money” tab as shown below.

Log Out | Help |

PayPal

‘Products & Services

Auction Tools

My Account ‘Send i.loney' ‘ 'Reizues't i.loney' '} Merchant Services

-
Overview  Add Funds ‘.'\fithdresolutionCentre Profile
weicome |

Account Type: Premier | Status: Verified | Account Limits: View Limits

S— THE PLASTIC
= THE POINTS PAYHAPPY PayPa
PayPal balance: 5000 AUD Currency converte

Available balance in AUD (primary): $0.00 AUD
Total balance (all currencies, available and pending) converted to AUD: $0.00 AUD (=) Hide

Currency Total
AUD (Primary) $0.00 AUD
usD $0.00 UsSD

Step 2: You will be then taken to a page which looks something like the following:

LogOut | Help | Safety

PayPal

My Account Send Money Request Money Merchant Services Auction Tool
Manage Invoices  Request Money  Create Invoice
Request Money

You can request a payment frem anyone with an email address, even ifthey
do not have a PayPal account.

Recipients email address

—OR — Select a recipient [=]
(For group biling, separate muttiple emails with commas or returns. You can
specify different amounts for each person on the next page.)

Amount
Australian Dollars  [=]

Request payment for:

© Goods ) Senices

There is afee for receiving payments. See when fees apoly

Continue

Now click on “Invoice Settings” as shown circled above.
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Step 3: This will take you to a screen like the following:

LUy Wi | OIS | S0IGLY SUYILE search

PayPal

"My Account I Send Money EEECICLAUEE" Merchant Services | Auction Tools | Products & Services

Manage Invoices  RequestMoney  Create Invoice  Invoice Settings

Enter your contact information Manage Invoices

Invoice Settings Enter the contact details that will appear on your invoices. You don't have to complete all the fields.

+ Your contact information To edit your address, phone, or email, go to your PayPal Profile.

Invoice logo oo Y
g Business name

Payment logo

=

Tax information

Saved items First name
i ==
Address book | astaame

Address
Don't show on invoice [=]

Phaone
Daon't show on invoice |Z|

Fax

Email

L TUEEY

Website

By

Additional information
For example, your account number

; J

”

Enter your details and then click the save button.

The details you enter here will appear on your invoice. Another thing to note is that not all the fields
are mandatory, so if you wish to just enter your company name and not your first and last name you
can do that too.

Step 4: Next click on the “Invoice logo” link as shown circled below as number 1.

This will take to you a page which will allow you to upload your company logo.
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e e | iemes | memeeeg s SEdIGn

PayPal

" Auction Tools Products & Services

' 'Iul'y Account I Send Mbnej : Request Mone "Merchant Services
Manage Invoices  Reguest Money Invoice Settings

Add your invoice logo 4 Manage Invoices
Invoice Settings Add the image you'd like to use on your invoices.
aaRiactinformation You may need to resize your image to fit the display area.

v+ Invoice logo

Payment logo

File format: JPG, GIF, or PNG

File gize limit: 100KB

Tax information File resolution: 75 (hj x 200 (w) pixels
Saved items
Templates

Address book

2
Browse | wiullservice-logo-75x75.jpg

By uploading a file you certify that you have the right to distribute this image and that it does notviolate
the PayPal User Agreement and Acceptable Use policies.

Agree and Save | || Remove |

3

As you can see from the example | have uploaded a 75x75 jpeg logo image.
After you’ve uploaded the image click the “Agree and Save” button.

So that’s all we will do as far as our invoice settings go and now we’re ready to create an invoice and
send it to a client.

To move onto the next step, click the “Create Invoice” menu link as shown circled above with
number 4.

Step 5: To create an invoice you will need to enter various details pertinent to the payment you wish
to request.

The image below shows the page where we will construct our invoice and where we will specify our
recipient and the total cost for the payment requested and some notes regarding the payment.
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Create a new invoice Secure (5§

Selectatemplate to start | paypal default template (default) [ ] Invoice settings

[= Your contact information Invoice information

Change logo | Remove loge

Due on receipt E
Due date
Edit contact detail —
e 26/6/2012 =
*;
acutio Address book .O;E
Recipient's email address
I =hoo.com
Add billing and shipping infarmation (optional}
2
Selectcurrency | USD-U3 Dollars |Z| I 5 6
3 Quantity Unit price Tax Amount
1 100f Notax [+] 5100.00
. Save item Delete row +
7 : 1 Notax | $0.00
Terms and conditions Subtotal $100.00
For example: your return or cancellation policy Discount $ Iz‘ 0.00
Shipping/handling $0.00
4 0
Tax on shippin Mo tax
Characters: 1000 8 RS lzl
Other (specify)
Mote to recipient i §0.00
: c : Total $100.00
1 will begin work as soon as | receive payment.
Thank you,
John Smith| 5

Characters: 931

Mema (your recipient won't see this)

Characters: 150

9

send | | Preview | J Save Invoice | | Save as Template | | Close |

From above we can see that we will need to enter the following things:

1) Invoice number: This can be anything you wish or you can leave it as default. Sometimes
companies like to add a prefix to their invoice numbers or maybe they wish to start the
count from a certain number.

http://www.tipsandtricks-hg.com Page 4



2) Select currency: Here you can select from a range of supported currencies.

3) Enter the name of the item or service you are requesting payment for.

4) Enter the date of the invoice.

5) Enter the quantity for the items or service purchased.

6) Enter the amount you wish to charge for the item or service.

7) You can optionally enter a small note or comment describing the product or service.

8) Enter a note to the recipient reminding them about why they might be receiving this invoice.

9) When you’re done entering the required details, click on the “Preview” button to see how
your invoice will look when the recipient receives it.

Upon clicking the preview button you will see something like the following:

Request Money

Manage Invoices  RequestMoney  Create Invoice  Invoice Settings

Preview invoice Secure Transaction (5§

@ Edit Print

Invoice number 2012-IMNV144
— Invoice date 261612012
Payment terms Due on receipt
Due date 26/6/2012
Bill To
I 2= oo.com
Date Description Quantity Unit price Amount
26/6/2012  TestInvoice - This is just a test invoice for senvices rendered. 1 $100.00 $100.00
Note to recipient Subtotal $100.00
| will begin work as soon as | receive payment.
Thank you,
John Smith
Total $100.00 USD

Edit | | Print |

As you can see from above, the invoice looks quite professional and pretty good for a couple of
minutes’ worth of effort.
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Step 6: If you're happy with your invoice, you can dispatch it via email by clicking the “Send” button
shown circled above.

As soon as the invoice has been paid you will be notified via email and the invoice will be marked as
“paid” when you view it via the “Manage Invoices” page as shown below:

T

SIS Merchant Services | Auction Tools || Products 8 Services

My Account I Send Money |
RequestMoney  Create Invoice  Invoice Settings

Tanage Invoices
g

Manage invoices
N
5 Request Money E Create an Invoice

Basic filter | Advanced filter Invoice seftings | Whats new? | Invoice help

[anaome 10) [Dunsenty Bunpainm Freasnn FArpsstos o B rennses o)

Resuits: 10 invoices found Downioad: CSW
20 items per page Page 10f1

./ Not seeing all of your invoices? Go to the History page for invoices created with our original Invoicing tool.

D Invoice date  Due date Recipient Status Invoice # Action Amount Memo
E 31 may 31 May I - Paid 2012-INV143 | Copy | $320.00
2012 2012 e usb
[ 29 may 29 May I - 2012-INV139 | copy | $110.00
2012 2012 e usD
[ 1zapr2012 13 4pr2012 [ <o 2012:INV105 | Copy | $110.00
= usb

Another interesting and useful feature is that if you have customers who like to operate “offline”
and submit payments via cash in person or check, you can simply print a pdf copy of the invoice you
created and give them the document. Once they’ve paid for the invoice you can manually mark it as
paid from your PayPal account in your “Manage Invoices” page as shown below:

[0 21rebzo12 21Febz012 |G Sent  2012-INVOEA
[ 20Fenz012 20rFeb2012 |- Paid  2012-INV063

[l Arsanand4n  ACasAan4n meis anammnnan | CORY rAcA AN IR

$‘1‘1EI.IJEI AUD

5450.00 USD

Summary

So there you have it. A simple, free and yet professional-looking invoice tool you can use right from
your PayPal account.
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