
How to Make PayMents 

instant ly  and onl ine with PayPal
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If you already Have an account wItH PayPal
For these steps to work, you must already be signed up with PayPal with both a Bank Account and a Debit or Credit Card 
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2.  Login to PayPal using your account’s Email address and PayPal password. Click Log In.

3.  Your account opens under the My Account 
tab. Click on the Send Money tab.

4. a.  Enter the e-mail address of the 
recipient in the To field. 

 b.  Enter the amount of money to 
send in the Amount field

 c.  Click on the Personal tab 
 d.  Choose Payment owed. Do not 

choose any other method. 
 e. Click Continue.

1.  Open your web browser and go to 
PayPal.com. In these instructions, we  
will use Firefox.

5.  Review your payment. If you 
are paying more than what is 
already in your PayPal Balance, 
take special note of the Payment 
Method section. The remaining 
amount that exceeds your Pay-
Pal Balance must 
be transferred from 
your bank account as 
an Instant Transfer, 
and not from a Debit 
or Credit Card.

6.  Click Send Money. Funds will be 
transferred immediately and with-
out any fees.
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If you do not have a PayPal 
account, you must first sign 
up, which is covered in 
Section 2. 

It is very important  
that Payment owed is 
selected. Choosing any 
option under Purchase will 
incur unnecessary fees. 

These instructions do  
not cover problems that 
might arise from sending 
money from other coun-
tries. Consult PayPal Help 
for details on international 
payments.

The transfer will be accepted 
by the recipient before the 
money is actually transferred. 

If by default Instant Transfer is not 
chosen, you may be able to change it 
by clicking Change at the bottom of the 
Payment Method section. If there is still 
no option for Instant Transfer consult 
PayPal Help.

X

X
X
X

That’s all there is to it!



If you do not Have an account wItH PayPal
The following directions will step you through how to sign up with PayPal with both a Bank Account and a Debit or Credit Card.
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2.   You are new to PayPal, so choose Sign up on the left side bar of the home page.

1.  Open your web browser and go to 
PayPal.com. In these instructions, we  
will use Firefox.

3.  Create your PayPal account by choosing 
your country or region, your language, and 
the type of account you want to set up. A 
personal account is recommended. Click 
Get Started under the Personal option.

4.  Enter your information. Then click Agree and Create Account.

5.  How would you like to pay for 
your purchases? It is best to set 
up a bank account before setting 
up a debit or credit card. We will 
add a card later. Click Continue 
under the Bank Account option.

6.  Now enter your bank account information. 
Click Continue.

You have successfully created your new  
PayPal account! It is only linked to your bank 
account, so continue with the instructions on 
the next page to link it to your credit card.

7.  Your bank account must now be confirmed. 
Follow the simple instructions from PayPal 
to complete this step.



9.   Click on Debit/Credit Cards under Financial Information.

8.  Once your PayPal account has 
been confirmed, you must add a 
Debit or Credit Card. Sign into 
your account and click on the 
Profile subtab.

10.  Fill out the necessary 
information about your 
card and click Add Card. 
Follow the simple in-
structions from PayPal to 
complete this step. 

The purpose of setting  
up a credit card is so  
that PayPal has a backup 
payment method in case 
Instant Transfers do not  
go through.

Though sending money 
without adding a credit 
card is possible, it can not 
be sent instantly. Without a 
credit card, an e-check is 
used which takes several 
business days to process.

You may now proceed to  
Section 1 to make your  
payment!


