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To Navigate, use your Page Up and PageDown
or Left and Right Keyboard ArrowKeys

to go Forward orBackward
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Open a web browser and go toPayPal.com  
Click on Sign Up
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Click on Get Started – Business
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Click on Get Started – Standard
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Click on Create New Account

Most Councils opened a free Pay Pal account to  
manage their UKnight subscription.

If you have an account already, you can click  
the link below and go to Page #9.

Skip to Page9



Setting Up Pay Pal Account  
and Collecting Dues On-Line

Fill Out This Form – This is the top

In terms of volume, every Council is Different.  
Some Councils Generate Many Thousands of  

Dollars using their UKnight Website
to sell Merchandise On-Line.

If you are interested we can help  
you with this too.

For now, if you have your Tax Id Number you do not  
need a Social Security Number
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Here is the Bottom of the Form

Agree and Continue

Make sure your tax id is in here
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Congratulations! Your Council now has a Pay PalAccount!

Now let’s get your new account ready to accept payments by:

1. Associating your Bank Account to Deposit Collected Dues

2. Setting Up the “Pay Now” Button for your UKnight Site
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Login
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Click on Profile and we will get started.
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Double check your information here to
make certain it is all correct.
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When you are finished, click on “My  
money”to tell Pay Pal where you would like  

to deposit the Dues Payments.

If you have already linked your Council  
bank account with your Pay Palaccount,  

click below to skip to Page 18

Skip to Page18



Setting Up Pay Pal Account  
and Collecting Dues On-Line

Now click on “Add my bank”
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This is where you will add your Council Bank  
Account so that funds collected through this  

account can be transferred quickly and easily to  
your Council Bank Account.

If you do not have the numbers with you we can  
still set up the Pay Now Buttons, but you will  have 

to do this eventually so that you cantransfer  
funds to your Bank Account.

Assuming you do have the numbers, enter them
now and click “Continue” and see how you will
be verified as the true owner of thisaccount.
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Next you will see where you willconfirm
that you are the true owner of thisaccount.

Click “Continue”.

PLEASE READ THESE.
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DO NOT CLICK NOW - Important to  
remember this page because when you see  
those deposits go into your account, this is  

where you will click to “Confirm”.

If you would like to add another bank to the  
account, you would click on “Add Bank” and  

go through the same process again.
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If you do not have another bank to add, just  
click on Back to My Profile.

If you do not have another bank to add, just  
click on Back to My Profile.
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Next, click on “My settings”
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Again, many options to consider  
later. For now, we are just going  

to check your time zone.
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Make sure the time zone is
correct and then click “Save”

After you click “Save” then click “Profile”
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Now click on “My selling tools”
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Many great things on this page.  
But for now, the one thing you  

need to do is make sure thatyour  
members recognize the charges  
that come through on bank and  

credit card statements.

So click on “Update” next to
“Credit card statement name”
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Again - many options on this page, but for  
now you can ignore all but the verybottom.

As you become more familiar with the  
options and possibilities you may want to  

revisit these pages again later.

We will enlarge this portion of the page  
to make it easier to see.
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Enter what you like and click “Save”

This is where you determine what shows upon  
the credit card and bank statements when  

transactions occur through this account. You  
can put whatever you like within the allowable  
parameters. As you see we chose “KOFC5237”



Setting Up Pay Pal Account  
and Collecting Dues On-Line

Now – Click Merchant Services
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We will create a “Pay Now” Button
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In this circle are the tools to set up avariable  
menu of donation and dues. To create the  
code for this more elaborate option, stop  

here and open instruction set:
UKnight On-Line Dues Collection

Dues plus Donations. *coming soon

Or if you like, just give it a try.
It is really quite easy.
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As you become more familiar with your UKnight  
web site and the many opportunities it offers for  
fundraising, this page is where you will be able to  

make a lot of your ideas happen.

Step 1. There are other options in this drop  
down menu, for your Dues Button select “Buy  
Now” We will change this to “Pay Now” Later

Step 4. Here is where wechange  
“Buy Now” to “Pay Now”

Click “Customize text or
appearance” and a whole new

menu will drop down

Step 3. Enter the  
Amount

Step 2. Enter  
“Annual Dues” or  
whatever you like
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This menu will enable you to change the “Buy Now” button
to say “Pay Now” - Scroll down to the lower part of thepage
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This is what your simple Pay Now Button  
will look like on your site. Other Buttons  

like “Donate Now” follow this same process  
as you probably saw “Donate Now” or  

“Contribute Now”options.

Click the Drop Down and
Select “Pay Now”

Your choice – This is recommended for  
security. The Secure Merchant Account  

ID is the Pay Pal ID you just set up.

Click Here to Create Your Button
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This is the code that will translate into a  
payment button once you set it up on your  

UKnight site.

First click “Select Code” which will
highlight everything in the box.

Then copy the highlighted area by either  
using “Ctrl-C” or right click and then Copy.

Click “Select
Code”
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Paste the code to a Notepad or a Word Document  
While you Prepare Your Admin Center
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Log In
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We first want to update the Front Page Top  
Level Announcements, so click the button  

“Update the Announcement”
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Here you see what the UKnight HTML/Text Editing  
Box. This is why you do not need to be aprogrammer  
to do some pretty amazing things with your UKnight  

Website.

So let’s type something like: “Please go to News and
Announcements to Pay your Dues Online Today”
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Now we can use those editing tools to make it stand out a  
little bit. So lets make it a little bigger and bolder, maybe  
center it and add a little color. The key is to play with it  
and get used to what your editing tools can do and how  

you can make it stand out best for yourcouncil.



Setting Up Pay Pal Account  
and Collecting Dues On-Line

Now that looks a better. If you have done a little editing  
before you are quite familiar with this. If not, play around  
with it and you will see how quickly you get the hang of it.  
Rememberr, as long as you do not intentionally save it, as  
we are about to do, you will not change or alteranything.
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THIS IS VERY IMPORTANT! If you do not SAVE
your work it will be lost. First click on the grey  

Update botton to save the work in your editing field.

THIS IS VERY IMPORTANT! If you do not POST
your work your announcement section will remain

unchanged. Click the red POST and you are finished.
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Now click on News and  
Announcements to post your  

Pay Now Button.
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Here you have another UKnight HTML/Text
Editing Box. Type something to label

your button like:
“2012 Dues are Due Now – Please Click to Pay”

Now give this announcement a title – something  
clever like: Dues are Due. Whatever you like.

Here we have a Position Box. News and Announcements can be a  
very long page if you have a lot of information. With this Position  
Box you can arrange the way the articles appear and not have to  

accept chronological order.

This is a whole number system, so it’s a good idea to number by  
10s, as in 10, 20, 30, 40, etc. You can place an article in-between 10  

and 20 if you wanted to; you cannot between 1 and 2.

We want this button on top, so let’s enter the number 10.
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OK, so I made the text BLUE AND BOLD. Pretty simple.
Again, do what you like. But here is where the HTML part
comes in. Computers need to read code, not text like this.

So we have to convert these words to Computer Code  
called HTML. To do this, simply click on the SOURCE  

Button. This will convert the text you just wrote in plain  
English, to computer code.
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That is what those blue bold words look like in HTML. So thegood  
news is that UKnight does it for you!

Notice that all the other editing buttons went dark except the  
“Source”? That is because they do not work in HTML.

OK – now open the file where you pasted the Pay Pal Button Code.
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Be sure to copy every detail.  
You are going to paste it into  

that HTML Box.
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Drop down a couple of spaces and then paste the Button Code.
Then click the Source Button to see how it looks.
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Now you have your Dues PaymentButton!
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VERY IMPORTANT! If you do not click to change the  
announcement, you will lose all of your work.

VERY IMPORTANT! If the green Yes to show your work on the News  
And Announcement page is not marked,it will not show. So please  

double check these two things before you close .
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Click Home
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Log-Out
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There is the  
Announcement

Click News and  
Announcements
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There it is in the  
number onespot!

Click it to check it  
and you are allset.
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