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Nuts & Bolts

Welcome to the eBay nuts & bolts seminar brought to you by the Enterprise Agency 
in conjunction with Bayagent.co.uk eBay services.
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The aim of the seminar is to get you started in selling via eBay.

If you have any questions please get in touch via www.bayagent.co.uk and we will 
do our best to help you.
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Sellers Toolkit

You’ll need -
• PC/Laptop with Broadband access
• eBay & PayPal accounts
• Items to sell
• Photography equipment
• Packaging supplies
• Sales systems

Here’s what you will need to start selling on eBay.

PC/Laptop with broadband internet access

This is a must, if you don’t have reliable access to the internet then you wont be able to sell via eBay.

Its possible to use eBay without broadband connection but it would be so slow as to be counter 
productive.

You do not need a high specification PC/Laptop as the most taxing thing you will be doing is 
uploading photos via it which even the lowliest machine can do these days.
eBay & PayPal accounts

You will need to set up accounts with eBay and PayPal – both of which are FOC to do.

It is best to set up the PayPal registration first as this is needed when signing up to eBay.

Items to sell

You will need to source items to sell either via your own stock or by locating them elsewhere 
We will cover research to identify which will work best later on in the seminar

Photography Equipment

You will need a camera to take images of your items

Again this does not need to be top of the range & we will cover that and other equipment later in the 
seminar

Packaging supplies

You will need packaging to allow you to send out your items securely

Sales Systems

Selling doesn’t stop with just listing items on eBay – you will need to have a process in place to 
manage all aspects of the sale.
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PayPal Registration

• PayPal is eBays own online payment 
service

• Its free to open an account
• It allows you to accept card payments & 

payments funded via buyers own bank 
accounts

• Neither buyer or seller sees the others 
financial details

PayPal is eBay's preferred way to pay. It is a system that lets anyone with an email 
address send and receive online payments securely using their credit card or bank 
account. eBay members can use PayPal to pay for items on eBay quickly and 
easily. 

There are lots of other things you can do with PayPal, including printing postage 
labels and packing slips for your items, and paying your eBay fees. To find out more 
about PayPal, go to www.paypal.co.uk/uk

eBay buyers prefer PayPal as it gives them protection (it also protects the seller)

Payments are instant so they speed up the selling process

PayPal is fully integrated with eBay and gives you additional tools such as printing 
your own mailing labels if sending via Royal Mail

PayPal can also be used on your own website and for taking card payments over 
the phone (a monthly charge being applied for the latter)
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Create PayPal account 1

To register an account with PayPal you will need to have the following to hand –

•Contact Name

•Business Name
•Business Address

•Email address (this is the address that clients see & paypal sends all 
correspondence to, so think about setting up and separate one like 
ebay@yourdomain.com)

•Customer Support phone number

•Personal contact details
•Bank account details

•Credit/Debit card details

When you have all of this to hand and you are next to a phone where PayPal can 
call you go to-

www.paypal.co.uk

Then click on either of the “Sign Up” Links (circled in red)
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Create PayPal account 2

You will require a business account if you intend to sell more than a few items.

Premier account is for private individuals who only sell occasionally and Personal is 
for people who want to buy with PayPal

This guide covers signing up to a Business Account.

Click the “Get Started” button under Business (circled in red)
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Create PayPal account 3

There are a number of options as to what you want to use PayPal for (your own 
website for example)

Click the drop down box and select “PayPal for your eBay business”

Then click “Continue”
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Create PayPal account 4

Enter your businesses details in the top half of the screen
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Create PayPal account 5

Enter the business owners details in the lower half of the screen

Click “Continue”
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Create PayPal account 6

Enter your email address (this is the main one used by clients and paypal etc

Enter a memorable and secure password (consider using a mix of letters and 
numbers)

Enter Security questions by choosing the question from drop down boxes then 
inputting the answer below it.

Scroll down to the next items
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Create PayPal account 7

Tick the “Yes I hereby” button

Enter the Security text into the box 

(incidentally it was eBay that pioneered this security to stop automated systems 
trying to access online accounts)
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Create PayPal account 8

Click on the “Click here to active your account” link

PayPal will then send you and email with a confirmation link in it
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Create PayPal account 10

Click on the link in the email and you will be presented with this screen

Enter your password to carry on with registration.
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Create PayPal account 11

Click “Continue”
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Create PayPal account 12

You will then be asked for optional information about your business – fill it out if you 
like (we do)
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Create PayPal account 13

Click “Continue”
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Create PayPal account 14

You will then see the Main PayPal screen (the one you will see each time you log 
in)

Click on the “Lift your account limits” link on the right (circled in red)
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Create PayPal account 15

You will be presented with this screen which will allow you to add bank details and 
confirm your accounts phone number

Click the “Add Bank Account” link
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Create PayPal account 16

Enter you account details here

TIP – use an account that has internet access as PayPal will deposit two amounts 
to allow you to verify your account and if you can see them online it makes it quicker 
and easier

Click “Continue”
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Create PayPal account 17

This screen will ask you to confirm your account as any mistakes will cause you to 
ocharged.

Click ”Add Bank Account” if correct

Click “Edit” if incorrect
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Create PayPal account 18

This screen explains bank funding

Click “Continue”
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Create PayPal account 19

Click “Submit”
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Create PayPal account 20

This screen explains what to do when amounts are put into your account

Click “Continue”
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Create PayPal account 21

Click on the “Confirm by phone or post” link
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Create PayPal account 22

Enter your Credit/Debit card details
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Create PayPal account 23

Select or add a phone number for PayPal to call you
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Create PayPal account 24

When they call you will have to input this number on you phones key pad
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Create PayPal account 25

If you cant input this number into your phone you will then be asked to verify via the 
post

Click “Continue”
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eBay registration

• eBay Account is free of charge to open
• Its best to have a PayPal account opened 

first 
• Name – its important
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Upgrading a personal account to a 
business seller account

• If you already have a personal account 
that you want to use to sell through then 
please follow the next steps

• This is useful if you already have feedback
• You can change the accounts name if 

required
• Note you can have more than one account
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Existing ebay account upgrade

To change your account to a “Business Account” (required if you’re a business) 
follow these instructions
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Create Seller Account1

To upgrade your account to a seller account go through the following steps

Go to My eBay

Click on the Account tab

Click on the Update your “automatic payment method” link
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Create Seller Account 2

Choose a payment method from the drop down box (PayPal recommended)
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Create Seller Account 5

Click on the “create a sellers account” link
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Create Seller Account 6

We recommend that you choose PayPal but other methods work as well

Once selected click “Continue”
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Create Seller Account 7

Input a number for eBay to call you on.

Click “Call me” button once you have selected immediate or delayed call
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Create Seller Account 8

The automated call will give you a confirmation code – enter it here and click the 
“Continue” button
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Create Seller Account 9

Once confirmed you will be asked to log into your PayPal account to conform 
payment
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Create Seller Account 10

Agree to automated payment set up by clicking the “I Agree” button
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Create Seller Account 11

When you see this screen your all done!
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Create a New eBay 
business account

• Business account is needed if you are a 
business.

• Account is FREE the same as a personal 
account

• It comes set up too sell whereas a 
personal account is designed for buying

The following pages detail what is involved in setting up a new business account 
form scratch.
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eBay Reg Sceen1

Log into eBay.co.uk

Click on the register link at the top of the screen (circled in red)
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eBay Reg Sceen2

Make sure that you click the “Want to open an account for your business?” link or 
you will open an personal account and have to upgrade it for selling (see previous 
pages)
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eBay Reg Sceen6

Enter your Business and contact details



45

eBay Nuts & Bolts

eBay Reg Sceen7

Tick the three boxes and click the “Continue” button



46

eBay Nuts & Bolts

eBay Reg Sceen8

Select a username either from the suggested list or create one of your own.

NOTE – even though the system suggests bayagent.co.u kLtd here (and other 
variants on that) it CANT be used as your not allow ed to have your web 
address in your name!

Create a password – consider using a mix of letters and numbers to make secure

Select a security question from the drop down list and provide an answer
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eBay Reg Sceen9

Choose how to pay your fees

We recommend PayPal
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eBay Reg Sceen10

If this is the right number to call you on the select when to call you and click the 
“Call me” button

If you want eBay to call you on a different  number click on the “change” link
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eBay Reg Sceen11

If you laready have a paypal account click the “log in here” link at the top of the 
screen
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eBay Reg Sceen12

Enter you password to Log in
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eBay Reg Sceen13

Confirm your details and then click the “I Agree” button
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eBay Reg Sceen14

If you are VAT registered you can add the Registration number here and you will be 
charged your fees less VAT
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eBay Fees - Auction Format

Auction format is the traditional method of selling on eBay whereby an item is won 
by the highest bidder.

The parameters for each listing are

Starting Price

This is the price that the bidding for an item starts at and the lower the price the 
lower the charge made my eBay.

The reason for this is that the lower the starting price the more likely that the item 
will sell (thus eBay will collect a Final Value Fee)

To ensure your item does not sell below a certain price a starting price can be fixed 
at that level.

Reserve Price

This is a feature that can be used on any item but the reserve must be £50 or more 
and eBay will charge 2% of the reserve price. It is usually best to use the lowest 
possible starting price when using a reserve price option. The reserve is not shown 
to the bidders and encourages bidding. The physiology is that a bidder will keep 
bidding to win an item once in the bidding cycle. 

Final Value Fee

When an item sells you will be charged a Final Value Fee on the sale price 
(excluding P&P) this table gives you the fees that will be charged.
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eBay Fees – Buy it Now Format

Buy it Now format is as the name suggests a format that lets the buyer buy the 
item straight away at a fixed price.

There is no bidding involved and the sale is a straight forward purchase.

The great thing about this is that you can list any number of identical items for a set 
Insertion Fee. 

e.g. if you list 1 widget it will cost you 40p or if you list 1000 widgets it will cost you 
40p

Final Value Fee

When an item sells you will be charged a Final Value Fee on the sale price 
(excluding P&P) this table gives you the fees that will be charged. This final value 
fee is charged on each sale.



55

eBay Nuts & Bolts

eBay Fees – Shop Format

Shop Format is basically the same as Buy it Now but you pay a subscription per 
month that lowers the insertion fee dependant on which subscription you take out.

An eBay shop gives you a branded section all of your own which allows you to 
arrange items into your own Shop Categories and gives you an address to point 
buyers to access your items 

e.g. stores.ebay.co.uk/a-bargains-Digital-Film-Cameras

Buyers also get a link directly to you shop via a red door icon next to your user 
name.

The basic shop format is more than adequate for the majority of sellers.


