HOW TO EXPORT BUYER H8M ADDREES
FROM PAYPAL TO A CSV FILE

If your buyers use PayRalpay for their purchasegou can quickly export all names and
addresses to a type of spreadsheet known as a CSV file and then use that spreadsheettto impo
the shipping information into other programs like Stamps.com or Eamdieré€d how:

o Log in to your PayPal Accou@o toMy Account In the Account @erview, look for lhe
PaymentsReceivedlink towards the bottom of the window. Click on it.

e (D T £ ERT My Account Overview

* Getting Started Steps

Welcome, Swlles gm0 B % edit profile
Enhance Your Account .

Business Name: & $wtie &
* PayPal Plus Credit Card Account Type: Business

> PayPal Plug-In Status: Verified

What's New

Learn about important
updates to Recent Activity

Take the Fight Phishing

Challenge Debra, earn competitive retums with the EARN
Exchange ideas on Online PayPal Money Market Fund
Merchant Network *7 Day Average Yield as of 11/15/2007 o
Recommended Steps for
Merchants
Policy Updates Account Activity (History): All Account Activity | Payments Sent | Payments Received

August 30, 2007
_'[Ij‘is_\[ggrggeljgs_all your account

Recent Activity Last updated 11, 2Pty R h E %Est 30 days.

-MNo New Items-

Mobile |Mass Pav | Monev Market | ATM/Debit Card | Referrals | AboutUs | Accounts |Fees | Privacy |Plus Card
Security Center | ContactUs | Leqal Agreements | Developers | Shops | Site Feedback H
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e This will take you to youdistory area, where you can find payment informatisarted by date.
Yau can choose dates based arlefined period, likéPast Montk or by specifieddToé and oFrome
parameterst | e t histbrQig very comprehensive, so that you can go back literally for years.

Be aware that the more transactions there are in your history, and the more data you are requesting,
the longer it will take PdBal to process your request. If you are a high volume seller, PayPal may notify
you that you will receive an email telling yotnan the information is ready. Do not be alarmed. Even for
large amounts oflata, the processing time issuallyamatter of minutes ratler than hours.

In your History area, begin to set up your Search criteria.
Set theShowcriteria to dPayments Received

Select the appropriatdate rangeby clicking on the radio button for eithéwVithiné or Fromée Then
enter theperiod or datesyou want touse.

When you are ready, click ti&earchbutton.

Your results will appear in a table at the bottom of the screen

- S
My Account T “‘ﬁé&‘b‘é%‘i‘ﬁ%“n‘;}“‘ SIS TS T
verview  Add Funds Withdraw History Resolution Center Profile
History History
Basic Search
Advanced Search ]
View up to three months of
Download My History monthly account statements
Search
eports
. . Show: - Payments Received v o
usiness Qverview
iew reports on =ales, S
izputes, and cther (& Within: The Past Month »
nancial activity.
Fi :
© fremi il ]y 20 ]/ 2007
Month Day Year
To:
“ 1 |/ /|00 3
Maonth Day Year
Recent Activity Last updated 11/20/2007 08:57 PST
Payments Received from 2007
Date Type To/From MName/Email Status Details Action Gross Fee Net Amount
Mow. 5, 2007 | Payment | From § g Completed | Details
Mow. 1, 2007 | Payment | From T~ Completed | Details
Mobile |Mass Pav |Money Market | ATW/Debit Card | Referrale | AboutUs |Accounts |Fees |Privacy | Plus Card
Security Center | Contact Uz | Legal Agreements | Developers | Shops e
< >
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e Now look at thetop left handside of your screeri¥ou will see a navigation bar labeld@distory€

Look for the linkkDownload My Historg and click on it.

This will take you to a new page, calledwnload History where you will begin to prepare your data for

the CSV export.

Log Out Help | Security Center

PayPal

u My Account Send Money Request Money Merchant Services Auction Tools Products & Services

|—| Search | &

Overview  Add Funds  Withdraw History Resolution Center  Profile

History History

Basic Search

i} = .
Advanced Search g iew up to three months of View
( | Download My Histor ) monthly account statements
W Y Y

Search
Reports

Show: | - Payments Received v

Business Overview

Wiew reports on sales, ST
disputes, and other @ Within: The Past Day v

financial activity.

O Frem Ty [ie ] 2007 |
Month Day Year
CLICK ON T 1 |y f20 |/ [2007 |
DOWNLOAD Month Day Year
HISTORY Recent Activity Last updated 11/20/2007 08:58 PST

Payments Received from Nov. 19, 2007 to Nov. 20, 2007

Date Type To/From MName/Email Status Details Action Gross Fee Met Amount
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o When you reach th®ownload Historypage, look for theCustomize Download Fieldsk on the
right hand sideThis is your starting point. Click on the link.

Log Out Help | Security Center Search | -

PayPal

My Account Send Money Request Money Merchant Services Auction Tools Products & Services
-

Overview  Add Funds Withdraw History Resolution Center Profile

History Download History
Basic Search
Advanced Search Choose from one of the two options below. Customize
8 Download
Download My History @ Custom Date Range Ficlds
Download all payments that started within the date range you
specify.
From: s |y 13 |y [e00r | T (11 |20 |/ [2007 | Quicken
Notice!
Month Day Year Month Day Year View changes
to 2005 .gif
File Types for Download: file format
v J
START HERE

(O Last Download to Present Learn More
Download all completed payments since 11/20/2007 08:192 PST

File Types for Download:
| - Select -- V|

[ 1ndude Shopping Cart details (comma and tab delimited files only). Learn More

You will now be presented with a large number of options, for edisite andauction paymentskor
the purposes of exportintpr addresdabels,all eBay salesno matter what theidisting format (auction,
store, fixed priceyhould be conderedAuction Payments. Web ste paymentswill not include eBay
payments.

Since you are using this C8¥ to create shipping labels, you will probably want to keep your included
fields minimalinclude the information you need to identify the item, the buyer, and the ship to address.
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e Be sure to choos¢he same column optioneither Single Column or Mu@€olumn Shipping
Address- for both your website and PayPal payments. To simplifiweding your finished G&file to
address labels, | recommend you chodglti Cdumn Shipping Address

PayPal Website Payments

Item ID

Item Title

Invoice Number

Custom Number

Shipping Amount
Insurance Amount
[] single Column Shipping Address (Address will be displayed in a single column)
Multi- Column Shipping Address (Address will be displayed in separate columns)

Address Status (Confirmed vs. Unconfirmed)
Sales Tax

Option Names and Values

Contact Phone Number

Auction Payments
Item ID SHOULD MATCH
Item Title Both Single Column or

Shipping Amount Both Multi Column
Insurance Amount

[] Auction Site
Buyer ID
Item URL

losing Date
[ single Column Shipping Address (Address will be displayed in a single column)D
Multi- Column Shipping Address (Address will be displayed in separate columns v
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e Select only the fieldgou need to identify your buyer, the item, and the shipping addr€gk

Savewhen you are finishedrou can go back and change these options as often as you wish.

Qvernview

My Account

PayPal

Add Funds

Log Out | Help | Security Center

Send Money Request Money Merchant Services Auction Tools Products & Services

Search |

Withdraw History Resolution Center Profile

Customize My History Download

Check the boxes next to the fields you want to download. All checked fields will be
included in your downloadable log.

Default Fields
Date, Time, Timezone, Name, Type, Status, Currency, Gross, Fee, Net, From Email
Address, To Email Address, Transaction ID, Reference Transaction ID, Receipt ID, Balance

PayPal Website Payments

Item ID

Item Title

Invoice Number

Custom Number

Shipping Amount

Insurance Amount

[] single Column Shipping Address (Address will be displayed in a single column)
Multi- Column Shipping Address (Address will be displayed in separate columns)
Counter Party Status (Verified vs. Unverified)

Address Status (Confirmed vs. Unconfirmed)

4
[T Buyer [0 ¥
Item URL
Closing Date
[] single Column Shipping Address (Address will be displayed in a single column)
Multi- Column Shipping Address (Address will be displayed in separate columns)
Counter Party Status (Verified vs. Unverified)
Address Status (Confirmed vs. Unconfirmed)
Sales Tax
Other Fields
[] Subject
[ Note
[] Subscription Number
[] Payment Type
[] Balance Impact (Any transaction that affects account balance)
[ Save ] [ Cancel ]
Mobile | Mass Pay | Money Market | ATM/Debit Card | Referrals | AboutUs | Accounts |Fees |Privacy |Plus Card |
Security Center | ContactUs |Legal Agreements | Developers | Shops |
About SSL Certificates
) Information about FOIC E.ass-thrcuéh insurance. —

|
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6 After saving your Customized Download Fields, you will be returned to the Download History
page.

Here you will see a date range option

The more oftenyou usethe exportfunction, the more likely it is that ydiopt for Last Download to
Present.It is not only a time saver, but it ensures that you do not accidentally miss any payments.

However while you are first setting up this feature, | recommend that you s&lestom Date Range.

My Account Send Money Request Money Merchant Services Auction Tools Products & Services

History Download History

Basic Search

Advanced Search i i i
Your log will be downloaded with the customized fields you selected.
Download My History

Choose from one of the two options below. Customize

(& Custom Date Range e
Download all payments that started within the date range you Downloadable
specify. History Log

SELECT ONE OR . . _—
THE OTHER TO (11 |/ [13 ]/ [2007 | (11 |20 |/ [2007 | Quicken

otice!

CHOOSE CORRECT Month Day Year Maonth Day Year View changes

te 2005 .qif

DATE RANGE File Types for Download: file format
:

\ (O Last Download to Present Learn More

Download all completed payments since 11/20/2007 08:19 PST

File Types for Download:
| - Select —- V|

[ 1ndude Shopping Cart details (comma and tab delimited files only). Learn More

Under bothdCustom Date RanganddLast Download to Presentyou will see a drop dowtist called
File Type to DownloadThis menu is keyed to the date range. Be sure to select fromRieType to
Download list that isbeneaththe date ramye opton that you wish to use.
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Q From the drop down list, choogeomma Delimied ¢ CompletedPayments

i A
My Account Send Money Request Money Merchant Services Auction Tools Products & Services
History Download History
Basic Search
Advanced Search i i i
Your log will be downloaded with the customized fields you selected.
Download My History
Choose from one of the two options below. Customize
Download
@ Custom Date Range Eelds
Download all payments that started within the date range you Downloadable
specify. History Log
Updates
From: [go |y 13 |y [e00r | T (11 |20 |/ [2007 | Quicken
Notice!
Month Day Year Month Day Year View changes
to 2005 .gif
File Types for Download: file format
0 - Select - A -
- Select -
e ettty
Comma Delimited - Completed Payments
PSRy B " 7 08:19 PST
Tab Delimited - All Activity
Tab Delimited - Completed Payments
Tab Delimited - Balance Affecting Payments
Quicken {_gif) *
| Quickbooks (.iif) ited files only). Learn More
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