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BotWorks.com 
How-To Series: 

 

Set Up and Verify a PayPal Account 
 

 

INTRODUCTION: 
 
PayPal is the most popular online payment option in the U.S. besides direct 
credit card payment and it is by far the simplest way to get started receiving 
funds from online web site visitors or e-mail recipients.  Even if your organization 
plans to set up to accept direct credit card payments at a later time, it’s good to 
start with a PayPal account because some customers prefer to use PayPal to 
avoid giving out their credit card numbers to online organizations that they might 
not know very well yet. 
 

HOW TO DO IT: 
 
 
Setting up a Paypal Account: 
 

1. Browse to http://www.paypal.com 
 
The current PayPal home page is: 
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The new (coming) PayPal home page will look like: 
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Whenever you are using PayPal, be sure that the address displayed at the 
top of the browser window starts with https://www.paypal.com/.  Identity 
thieves have become adept at putting up web pages that look like PayPal 
screens, but are really just shams to get your password and steal your 
money.  There is a lot of spam e-mail these days that purports to be from 
PayPal (but really isn’t) asking you to update your account information.  
Sometimes the links in the e-mail look like www.paypal.com, but if you put 
your mouse over the link, you’ll see the real link at the bottom of your browser 
window—if it’s not www.paypal.com, you’re almost certainly looking at a 
Spam e-mail. 
 
2. Click on the “Sign Up” link in the upper section of the web page. 
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3. Choose your country and language (default US and English) and click on 
one of the “Start Now” buttons.  For individuals, I recommend the 
“Personal Account” to start with.  For Non-Profit Organizations and 
Businesses, I usually recommend the “Premier Account”.  Both have no 
monthly fee (historically, as of 7/7/07) but have different per-transaction 
fees.  “Personal” is best for minimal use and “Premier” is better for 
moderate use.  Our example below is for a “Premier” set up. 
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4. Fill in all the blanks (with the possible exception of “optional” items.  Take 

care to write down your password and security question answers and 
keep this in a safe place.  One of the biggest hurdles to using PayPal, for 
most people, is forgotten passwords.  Although you can get PayPal to e-
mail you a new password, you’ll have to remember at least your e-mail 
address and one or more of your security question answers to 
successfully get your password reset, so, speaking from experience: It’s 
worth it to take the effort to write this information down now and keep it in 
a safe (but memorable) place. 

 
By filling out this form, you’re agreeing to PayPals’ “User Agreement” and 
“Privacy Policy”.  You may wish to review these two documents before 
proceeding, although, in practice, very few people ever do. 
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5. Next, open your usual e-mail program (the one you use to receive 

messages sent to the e-mail address you typed in on the previous page) 
and “Get” your most recent messages. 
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6. Click on the “Click here to activate your account” link in the e-mail. 
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7. Type your password (the one you entered on the new account sign up 

form)  and click the “Confirm” button. 
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8. Click the “Continue” button. 
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9. If you only want to spend money on PayPal and re-spend any received 

funds as PayPal payments, you could stop now.  Many Organizations 
prefer to transfer received money from their PayPal account back into their 
regular checking account before spending it.  We’ll continue, therefore, by 
adding a checking account to this PayPal account and getting the account 
“Verified” by PayPal.  In addition to making it possible to put received 
funds into your regular bank account, “Verification” is also required by 
some merchants who accept PayPal payments for security purposes. 

 
To proceed, click on the “Add Bank Account” link in the “Set Up Your 
Account” section in the left column of the web page. 
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The PayPal instructions above are superior.  Some check printers put the 
Check number to the right of the Account Number.  Compare the check 
number in the upper right of the check to the numbers on the bottom of the 
check.  For the account number, type in all the digits between the OCR 
marks (shown as 3 small marks in example above) except the check 
number (if it appears there too). 
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After being sure to fill in the bank name and account type (usually 
checking), click the “Continue” button. 

 

 
 
10. I generally recommend the “Confirm your account in 2-3 days” alternative..  

I generally advise against giving one’s online password to Bank A to Bank 
B (PayPal in this case), no matter how reputable Bank B is and how 
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absolutely certain you are that you’re not looking at a “Phishing” page 
(identity thieves’ impostor web site). 

 
Just select the “Confirm you account in 2-3 days” option and click the 
“Continue” button. 
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11. The above instructions are very helpful. After you’ve received the amounts 
of the two small deposits made by PayPal (these are random amounts 
between $0.01 and $0.99) that you can get from your bank statement 
either in the mail or online, log into your PayPal account  from PayPal’s 
home page http://www.paypal.com, by filling in your e-mail address and 
password in the small form at the top of the PayPal home page and 
clicking the “Log In” button: 
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12. Next, click on the “Get Verified” link in the “Set Up Your Accout” section in 

the left column. 
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13.  Click the “Confirm Bank” button in the “Get Verified with a Bank Account” 

section. 
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14. Fill in the two “Deposit Amounts” (each will be between $0.01 and $0.99) 

and click the “Submit” button. 
 
15. If you’ve reported the deposit amounts correctly, your PayPal account will 

now be “Verified”. 
 

### 
 


