PayPal Accounts for EAC's
Overview

This document provides the basic guidelines for settings up a PayPal account for an EAC. Having a PayPal account will allow an EAC to accept online payments for their seminars hosted on the CEAC website without the requirement for a Merchant Account with a bank. As a non-profit organization, EAC's can qualify for PayPal's lower merchant rates. 

Please note that payments for membership dues are not currently available through the website.

There are a few basic steps needed to complete the process.

1. Create an Non-Profit Business Account on the PayPal website

2. Link the PayPal account to the EAC's bank account 

3. Verify the banking link through PayPal deposits
4. Provide the email address associated with the PayPal account to the CEAC webmaster

5. Provide the Member and Non-Member costs for seminars when requesting their addition on the CEAC website calendar
Create an Non-Profit Business Account on the PayPal website
Advance Preparation

· You will need your EAC's bank account # and routing number

· Date business established (mm/yyyy)

· Be prepared to provide by fax or email your EAC’s tax letter and bank statement proving nonprofit status.
To create a PayPal account go to the URL
https://www.paypal.com/
Click the "Sign Up" link at the top of the page.
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Click the "Get Started" link under "Business".
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For "Payment Solution" select "Website Payments Standard" and click the "Continue" button.
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Click the "Continue" button on the next page.
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What do | need to do?

+ Create a Business account.
Takes 36 minutes.

+ Link a bank.

Transfer funds between your PayPal account and bank account. You'l need your bank information to get started. You can
always skip this step and do it later.

+ Setup.
Integrate Website Payments Standard with your website.





The account page will appear next. Enter the appropriate information for the account. Be sure and select "Nonprofit organization" for the Business Type. The Email Address will be used as both the username for the account and the identifier for payments made to the account.

Be sure and use a difficult password similar to what you would use at any financial institution.

After completing all the fields click the "Continue" button.
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Please note: We ask that nonprofit organizations provide documentation of heir tax-exempt status. Youl receive instructions
after you sign up.





 The Information page will appear. Enter the appropriate details for the EAC. A valid Federal ID number and Primary Contact information are required. Ensure that "Nonprofit" is selected for the category and "Charity" is selected for the sub category.
[image: image6.png]Sign up for Website Payments Standard

[2] wrormation 3| Bank

[
B
Legal business name

.

Category Notsure?
Please select “Charty” if your organization has 501(c)(3)tax exempt status.

MNompoit—— []
Subcategary

Do you sell on eBay?

Your customer senvice email address (optonal) Why?

Please provide one of the following:

[Federal Tax 1.

L - s

‘Social Security Number Wny?

O-0-0d

Primary contact information

Firstname

B

Business phone
(Format 555-555-5555)

|




Link the PayPal account to a bank account and verify

The next page will provide an option to link a bank account to the PayPal account. This can be done during the sign up process or at a later date. 

You will need to have your EAC's bank account information, including the account and routing numbers, as well as the correct and full name of the bank.
Confirm the bank account by looking for the two small deposits PayPal will make to the account (these deposits will be under a dollar). If you don't have online bank account access, call the bank and ask for the information. Deposits are made approximately 3 days after adding the account to PayPal.

Return to the "Account Overview" page of the PayPal account and look for the "Confirm Bank Account" link.

Enter the amounts of the deposits. The bank account can now be used to add and withdraw funds from the PayPal account.

Once the link with the bank account has been established your EAC is ready to accept online payments through PayPal.
You may also be given an option to create buttons for display on your website. This is not necessary as this feature is already built-in to the CEAC website when registering and paying online for seminars.

NOTE: You may be asked to supply a letter verifying nonprofit status, tax returns or your EAC's bank statement or cancelled check. You will receive an email from PayPal requesting additional information if it is required.
Provide the email address to the CEAC webmaster

To enable payments for seminars on the CEAC website you will need to provide the email address associated with the PayPal account. Please note the password for the account is NOT required. You should not send the password to anyone by email.

Now when submitting seminars for addition to the CEAC website calendar you will also need to provide the dollar amounts participants must pay. The CEAC online payment system can use separate amounts for members and non-members.

Receive payments online

When a person registers for your seminar on the CEAC website they will have the option to pay immediately using PayPal. The person registering does not need a PayPal account, only a credit card. The email address associated with the PayPal account will receive notifications when a payment is received.

Money deposited into the PayPal account can be transferred to the linked bank account or used with online vendors that accept PayPal.

More Information

PayPal Nonprofit Resources
https://www.paypal.com/cgi-bin/webscr?cmd=xpt/Marketing/merchant/NonProfitsFAQ-outside
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