
 

Steps to accept the money on PayPal: 
1. You receive a notification from PayPal informing you that someone is sending you 

money. 
2. To declare the payment as a service click on the pending payment. 
3. Then click on the button that says obtain your money. 

 
4. A new tab will come up and it’ll let you choose to declare it as a product or a service. 
5. Select the option that says service and confirm. 

 



 

6. Now add the date in which you finished providing that service (it’ll normally be the 
last day of the month you are being paid for). 

 
7. And you're DONE! You will receive the money in your account in 3-7 working days. 


