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Payment Options
With PayPal, 
your members 
can pay with 
their:

• Bank Account
• Debit Card
• Credit Card
• PayPal Account

They do not have to 
have a PayPal 

account to pay.



Collect Dues Through PayPal

Setting up a system to collect your 
club dues through PayPal is a simple 
process.   

It does take a number of steps and 
a bit of time, but the time 
investment is easily recovered 
through the labor savings of 
manually processing cash or checks.

So how do you get those buttons 
on your web page?

To see how West Austin 2 set up PayPal payments, go to:
• http://westaustin2.freetoasthost.com/page1.html (join)

• http://westaustin2.freetoasthost.com/page2.html (renew/auto-renew)

http://westaustin2.freetoasthost.com/page1.html
http://westaustin2.freetoasthost.com/page1.html
http://westaustin2.freetoasthost.com/page2.html
http://westaustin2.freetoasthost.com/page2.html


We will step through

1. Setting up a PayPal Account

2. Creating the payment buttons

3. PayPal administration



Step 1 – Set up a PayPal Account

Enter: 
www.PayPal.com
in you browser.

Non-profit 
organizations 
must be set up as 
business 
accounts so 
select the 
“Business” tab.

Then click the 
“For Nonprofit” 
link.

http://www.paypal.com/


Your cost

The pricing tab on the 
information page, details 
the costs.

As a non-profit, your 
cost will be less than 
standard PayPal rates.

You will pay about $1.07 
per transaction if your 
dues are $35/yr.

You pay the same 
service fee whether the 
customer pays with a 
credit card or their 
PayPal account.



Create a PayPal Business Account

The 
Website Payments Standard

Account is the correct 
account to create..

Instructions can be found here:
https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate

https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate
https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate
https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate
https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate
https://www.paypal.com/us/cgi-bin/?&cmd=_button-designer&factory_type=donate


Set up the Business Account

• Set Business type as “nonprofit”
• Set Category as “nonprofit”
• Set Subcategory as “Educational”
• Set average transaction as $25-$50
• Set monthly volume less than $5000
• Set sales venue as your website

Next steps (not shown):
• Set up eMail address
• Link your bank account

Associate your bank 
account in step 2.



Receive the Notice of Account Limitation



Confirm eMail Address



Confirm Banking Information
Once you’ve provided PayPal with the bank account and routing numbers, a verification 
process is initiated to insure the banking information is correct.

PayPal makes two deposits of random amounts into the account and then you login to 
your PayPal account and verify the amounts.



Proof of Non-Profit Status

To prove you are a non-profit, go to the 
“Financial Resources” page of Toastmasters 
International and click the link, or enter:
http://www.toastmasters.org/IRS_Letter.aspx
To download the PDF file directly.

http://www.toastmasters.org/IRS_Letter.aspx


Proof of Club Identity
Club EIN Number

When you formed your 
club, the IRS issued you 
an EIN number and told 
you to set it safely aside 
in club records.  Find it 

now.  You need it.

Club Bank Statement



Confirmation of Receipt



Optional Steps

• Add your club’s credit card to the account

• Set up one or more mobile security keys
(your mobile phone receives a text message security key to login)



Restriction is Removed

Note how we use FreeToastHost to forward 
mail from the “Treasurer” address to the 

current Treasurer.   Doing this, we never have 
to change PayPal’s login address.



Step 2 – Create the Payment Buttons
On the “Setting Up” tab, choose “Donate” for joining and renewing.  Choose 
Subscribe for auto-renewal.  

In the next step, for clarity and to facilitate pro-rated join amounts, replace the 
“Donate” image with custom “Join Now” and “Renew Now” images.  You also 
replace the “Subscribe” image with a custom “Auto Renew” image.  



Place Button Images On Your Site

Upload your images to your 

FreeToastHost website.

You can make the new images yourself with any “Paint” program or download 
these from the district website:

http://www.tmd55.org/img/AutoRenew.gif
http://www.tmd55.org/img/JoinNow.gif
http://www.tmd55.org/img/RenewNow.gif

http://www.tmd55.org/img/AutoRenew.gif
http://www.tmd55.org/img/JoinNow.gif
http://www.tmd55.org/img/RenewNow.gif


Create Buttons and Associate Images

Choose “Buy Now” for “Join” or 
“Renew”.  Choose “Subscriptions” 

for “Auto Renew”

Indicate that you want a 
customized button image

Point to your uploaded 
button image

Check to create a “pro-rated” menu 
for new members.  Uncheck to create 
a flat fee for one time-only-renewing 

members

You must create 3 
different buttons:

• Join Now (pro-rated)
• Renew Now (flat fee)
• Auto-Renew (recurring)



Copy The Button Code into Your Website

In FreeToastHost, click the “<>” button to 
get to the HTML source editor

Cut

The system will create the (HTML) 
payment link instructions.  These 
instructions are copied and pasted into 
your website at the appropriate place.

You can add to your website or eMail.

Paste



Step 3 - PayPal Administration

PayPal has a clean, easy to understand, administration screen



Payment Confirmation

When someone pays, 
both parties get a 

confirmation receipt.



Transfer Money To Your Bank



Transfer Confirmation

Once you 
transfer the 
money, a 
confirmation 
letter follows.



PayPal Account Records
PayPal keeps complete records of 
• Who paid
• What they paid
• When they paid
• Fees the club paid
• When money was  transferred
• How much transferred 

… and you can export 
it all to your 

spreadsheet or 
accounting program



Benefits
• Convenient for your treasurer

– Automatic recordkeeping
– No manual effort to collect money
– No trip to the bank to deposit cash or checks

• Convenient for your members
– Can pay with Credit Card, Debit Card or PayPal Account
– Don’t have to remember checkbook or to mail a dues payment.
– With auto-renew, don’t have to be prompted or remember to pay
– A very secure payment solution

• Relatively inexpensive
– It costs barely more than a dollar per transaction

• West Austin 2 sees:
– 64% of membership is paying through PayPal and more each cycle
– 7% paying with auto-renew memberships



Questions?


