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Welcome

The Online Tournament Entry with PayPal system was introduced in 2010 to allow competitors to
enter and pay online and for tournament organisers to easily manage and withdraw entry fees for
their competitions. The system is housed on the LTA website www.lta.org.uk/Competitions/Search/
and uses PayPal to process the payments. Modifications were made in 2012 to automatically
refund an entry when a player withdrew provided settings are entered into the PayPal account.

PayPal is one of the world’s leading online payment providers. It is important to note that PayPal
charges a fee per transaction which should be considered when deciding on your entry fees.
PayPal fees are currently:

Minirpum entry fees Maximum entry fees Fee per transaction
received (monthly) received (monthly)
| £0.00 GBP |  £1,500.00GBP | 3.4%+20p GBP |
| £1500.01GBP || £6,00000GBP | 2.9%+20pGBP |
|  £6,00001GBP | £15000.00GBP | 2.4%+20pGBP |
| £15,000.01 GBP || £55,000.00GBP | 1.9%+20p GBP |
| N/A || Above £55,000.00 GBP||  1.4% +20p GBP |

This guide will provide guidance to Tournament Organisers using Online Tournament Entry with
PayPal. The Competition Support team have highlighted tips and important information throughout
the guide and hope you find it useful.

Further support is available from the British Tennis Services Team who can be contacted on 020
8487 7000 or by emailing info@lta.org.uk.
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Setting up a PayPal Account

Tournament organisers must ensure they set up your PayPal account (and remove limits) well in
advance of your tournament opening for accepting entries so that they have time to complete all
necessary steps and check that the account is functioning properly.

The decision about which PayPal account to choose is dependent upon how you intend to run your
tournament and where the event fees will be transferred to.

1. As an individual you will need to create a PayPal Premier account. This will allow you to
withdraw entry fees to a personal bank account under the same name.

2. If you are running tournaments on behalf of a club you will need to create a PayPal
Business account (website payments standard). This will allow you to withdraw funds to a
club bank account. You will need to work with the treasurer of the tennis venue to verify a
PayPal Business account.

It is advisable to create a new email account when setting up PayPal so that it can be easily
identified as being associated with your PayPal account. An example would be
nationaltenniscentre@yahoo.com instead of john123@yahoo.com so that players can identify
transactions in their bank accounts.

Please note: the information about PayPal in this chapter has been produced to help you
run competitions. Please refer to the help section of the PayPal website or contact PayPal
directly if you have any specific PayPal questions.

Once you have setup your PayPal account you will need to add a bank account and get verified.
Becoming ‘Verified’ is necessary to remove limits on sending, receiving and withdrawing money
from your PayPal account. Once verified your bank account is fully linked to your PayPal account.

If several people are using your PayPal account you are advised that you allocate some as
managed users which means you can give them limited access, such as the ability to review the
account and process refunds. For example the club treasurer is likely to be the main PayPal
account holder and add the club administrator a managed user. Adding managed users is only
available with PayPal business accounts. The alternative would be to set up a new bank account
just for your competition.

= BRITISH
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Set up a PayPal Premier account
1. Go to www.paypal.co.uk and click Sign Up

2. Ensure the country or region is correct and click Premier

Sign up with PayPal secure ()
Your country or region
United Kingdom [v]
Your language
English
PayPal for your personal use PayPal for your business
An account for your individual payment needs. For businesses of all sizes that want to pay and be paid

online.

Sign up and use PayPal for free.
* Sign up to PayPal for free.

Shop or send money with your mabile.
* Access ourrange of professional payment solutions.

Receive money and get paid straight into your PayPal
account. * Accept payments quickly and easily.

Get Started et Started

3. Enter your details

4. Enter your contact details and click Agree and Create Account

Flease view, print or save the documents linked below.

For more information about PayPal, please read our Key Payment and Service Information.

By clicking the button, you:

* Agree and consent to the terms of the User Agreement, its policies and the Privacy Policy

* Expressly instruct PayPal to communicate specificinformation about you and your account to third parties in accordance
with the Privacy Policy

* Specifically and expressly consent to the use of website fracking methods, including cookies, and to the safe and secure
transmission of your personal information outside the European Union in accordance with the Privacy Policy

Agree and Create Account |

5. To add a bank account click on the appropriate Continue button

6. Enter account/card details and click Continue
PayPal

How would you like to pay for your purchases? secure ()

Debit or credit card number Pay with m:

credritlydebit card

Payment Type “ Its easyto setup

MasterCard/Eurocard | v
[ ] * Pay without revealing your card details to businesses

Expiry date CSC Whats tis? * There's no need to retype your card information
~Month—[w] |~Year—[v]

Billing Address: 1 The Grove
Paridield
Latimer, Buckinghamshire
HP5 1UE
Change

Continue Back
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7. You can now Add funds, Withdraw Funds and update your Profile and do much more.
As players enter your events their transactions will be viewable on this screen.

| Merchant Services

Resolution Cenire

- My Account " Requestlloney

Overview AddFunds "V\thdraw History

Welcome,

Account Type: Premier | Status: Unverified Get verified | Account Limits: View Limits

£0.00 GBP

PayPal balance:

My recent activity | Pavments received | Pavments sent

My recent activity - Last seven days (31 Jan 2012-7 Feb 2012)

What's this

Type | NamsEmai Payment status Details

-ho Mew Items-

| Auction Tools

| Products & Services

To Do

» Confirm email address

View all my fransactions

= Lift your account limits
» Set up vour security questions

Payment status glossary » Policy Updates

Order status/Actions Gross
? Guestions? We're here to help.

Contactus

8. Confirm all your details are correct; you will then be sent a validation email in which you will

be asked to activate your account.

IMPORTANT:

—_—

o s

Click "Save".

Once your account is active you need to set payment options so that
players can pay with a credit card or PayPal account:

Go to the PayPal website and log in to your account.
2. Click "Profile" at the top of the page.

3. Click the "Website Payment Preferences" link in the Selling
Preferences column.

Select the PayPal Account Optional "On" radio button.

This will ensure the ‘Pay with Credit Card or Log in’ option is shown.

Set up a PayPal Business account

1. Go to www.paypal.co.uk and click Sign Up.

2. Ensure the country or region is correct and then click Sign up now

3. Using the drop down menu select Website Payment Standard and then click Continue

| want to sign up for a payment solution:

Select Payment Solution

e 5|te ayments
{Virtual Terminal
PayPal as an Additional Payment Option
Email Payments
FPayPal for your eBay business
| don't know

ro
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4. Complete all the required details about the tennis venue or business and click Continue.
We recommend that business name matches bank account name. If you choose non profit
as a business category PayPal assumes you are a charity and asks you to prove this
status. We advise you to select Sport and Outdoor

5. Confirm all your details are correct. Once you have done this you will be sent a validation
email in which you will be asked to activate your account. To complete the validation
process you will need to log out and then log back in to your PayPal account.

IMPORTANT: Once your account is active you need to set payment options so that
players can pay with a credit card or PayPal account:

1. Go to the PayPal website and log in to your account.

2. Click "Profile" at the top of the page.

3. Click the "Website Payment Preferences" link in the Selling
Preferences column.

4. Select the PayPal Account Optional "On" radio button.

5. Click "Save".

This will ensure the ‘Pay with Credit Card or Log in’ option is shown.

Adding Managed Users

If several people are using your PayPal account we advise that you assign some as ‘managed

users’ which means you can give them limited access, such as the ability to review the account
and process refunds. For example the venue treasurer is likely to be the main PayPal account

holder and he/she can add the club administrator as a managed user.

Adding managed users is only available with PayPal business accounts. The alternative would be
to set up a new bank account just for your competition.

1. Go to profile, click on My account settings and on Manage users click on Get started.

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

QOverview Add Funds Withdraw  History Resolution Centre

My Profile

My business details > Account type Business Close account

Email, address, password, more
My checkout settings

My money >

Bank accounts, cards, more. Digital goods at checkout Manage payment settings for small transactions with merchants Update

that don't require postage.

My account settings >

Co tion preferences, custome Mobile devices and push notifications Link my mobile phone to my PayPal account. Get started
Communication preferences Choose what you want to be kept informed about, such as Update

My selling preferences >

account changes, special offers and new retailers.
eBay, postage, buttons, tools

Customer Service ID When you call Customer Service, we'll ask you to confirm your Update
identity using this account info
Manage users Add other users to my account.
Security key Add an extra layer of security to my account with a PayPal Security Get started
Key
Preferred Sites Share PayPal account information with other websites. Change
Time zone (GMT) Greenwich Mean Time/British Summer Time (Londoen Update
2. Click on add user
LTA Online Tournament Entry & PayPal: User Guide I I Al" %Elb.lrhslg
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3. Complete the details of the user you are going to add and what privileges they need. Click

save.

e

Log Out Help | Safety Advice

PayPal

My Account Merchant Services Auction Tools Products & Services

Request Money
Overview Add Funds

Withdraw History Resolution Centre Profile
Add Users

Frovide the users infarmation below, and tick the box next to each privilege you'd like to give this user. What privileges do we
recommend?

Create login

Users first and last name

User 1D
8-16 characters, no special characters, must be unique

Re-enter user D

Password

8-20 characters, case sens

special characters allow

Re-enter password

What are PavPal account privileges?

Accounting

™ send Money

™ RequestMoney

[~ AddFunds

™ Refunds

™ withdraw Funds

™ cancel Payments
™ Mass Payments

- Recurring Payments

Administration

™ view Balance

™ view Profile

™ EditProfile

I™ Discuss account with Customer Service

I Handle authorisations & settlements

Integration
I~ AP Activation & Authorisation

Virtual agent

™ schedule and download Transaction History, and run Settlement Report
(Mu=t be theonly permiz=ion given to this user)

Delivery agent

™ Use PayPal Fostage
(Note: Send money and Cancel payments are automatically included with this priviege )

Cancel

Mobile | Mass Pav | Referrals | About Us | Account Tvpes | Fees | Privacy | Safety Advice | Contact Us
Legal Agrs | Developers | Gift Vouchers |

LTA Online Tournament Entry & PayPal: User Guide LTA E
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Get verified by linking and confirming your bank account
STAGE 1

Once you have signed up to PayPal you will be asked to Get Verified.

You get verified by linking and confirming your bank account. This will enable you to transfer money from

your PayPal account.

1. Complete all the required details about your bank/building society account.

My Account Send Money Request Money

Merchant Services Auction Tools Products &5

Add a Bank/Building Society Account in the United Kingdom
Thig account will become your primary payment method, butyou can change it whenever you make a payment. Leag

YWee protect against unauthorised withdrawals from your bank account to your PayPal account and we don't reveal
number to the seller when you pay.

Flease make sure your bank account in United Kingdom can receive funds in British Pounds and enter your nal
on your hank account staterment.

Please note thatwe charge 2 fee if & withdrawal is returmed hecause the names don't match. Leam rmore

Country of bank United Kingdom
First Marme Keith
Last Marme Carder
BankiBuilding Society Mame Lloyds TSB

Branch Location Direct Accounts

,———-Aggp_um‘rvne * Curent

© Saving

2. You will be asked to confirm the information is correct and then add bank account.
PayPal

Wy Account Request Money Merchant Services Auction Tools Products & Sendces

Review your bank account information
Flease make sure your information is correct and that you can recetve British Paunds funds in your bank account
Please nole that we charge a fee if the funds are refumed because your bank information is incomect or does not match
Click Back to change your information.

Keith Carder
BankBullding So Lloyds TSB

Direct Accounts

Curent

coount Nurmber

Add Bank Account) _E_a_ck; Cancel |
— ——

‘-ﬁ-.ﬁg!g!_\r_\i; About s | & “*wwmg js
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3. PayPal will confirm that you have added the bank account. You need to click Continue to

complete the setup of bank funding.

Set Up Bank Funding - Read Instructions and Continue

You have added this bank account
Lioyds TSE. x-4448

Click Contirue 10 compilete sétup of bank funding, PayPal will rmake two $mall déposits (ess than £1.00) o your bank aceount
Confaming Bese amounts ensures hat you own this bank atcount

How to Set Up Bank Funding Wity Bank Funding

— Rz 0 e vy bo oy PayPal will onty.
2-3 D £0.%%) \ st your bavk scotunt when you
e | ) E0.Tr | dhorse 8 payment with PayPal
- PayPaf| * J
p.m-\io:_/! i @' What can | do new?
.- n P
Bank Statement PayPal Website iou can withdrarer hurds trom your PayPal

‘actount 10 your bank while waing 10

Dbt 2 3. Enter the two depost compiete the process
Agreement to enable on your bank amounts after kogging
PPl to maks two statement - online, by nto PayPel
doposds. phone ce ATM

Wiy do I nead to set up bank hunding ?

= Make instant payments funded rom your bank atcount
» Transfer funds fror your bank atcount to your PayPal account

* ‘You are half way I being Verifled, which removes sending and withdrawal limis.

[Caniiie| G ta wyAccoun]
 —

4. Review the direct debit details.

Send Money Request Money Merchant Services Auction Tools Products & Service:

Review and Submit Direct Debit Details

Please confirm all information and submit if correct. If you have any questions, please contact customer

atdirectdebit@paypal.co.uk
Originator's Name

JPMC Re PayPal Ple Lid.

Originator's Address

POBox714 hlfslrucﬁnulw Your Bank or Building Society to Pay,
Richmond TWa 1Ws by Direct Debit

United Kingdarm

Name(s) of Account Holder(s) Originator's ldentification Humber

[ Keith Carder | [8]7]a]s]a]s

,|——-—‘ | ber

“eeanynt Humber

[4]alF]v[s]

5. PayPal will now make two small deposits to your bank account to confirm that the account

is yours. It can take 2-3 days for the amounts to appear on your bank statement.
'I'Cll

Merchant Services Auction Tools Products & Serv

My Account Request Money

Send Money

Direct Debit Agreement Submitted - Read Instructions for Next Action

PayPal has made two small deposits (less than £1.00) to your bank account. Please wait 2-3 working days to col
funding. Confirming these amounts ensures that you own this bank account. Only you can know what amounts hal
your account by PayPal.

How to Set Up Bank Funding Why Bank Funding?

Rt is a safe way to pay. P4
E0.[ XX debit your bank account
£0.YY authorise a payment wit

\7 ‘What can | do now?
PayPal Bank Statement PayPal Website
1. This step is complete. 2. Look up the amounts 3. Enter the two deposit
Watt for 2-3 days for on your bank ‘amounts after logging
the deposits to appear statement - oniine, by into PayPal

LTA Online Tournament Entry & PayPal: User Guide LTA E
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STAGE 2

Once you have received the two small payments (this takes 2-3 days) into your bank account you need to
complete bank set up.

When these have been received click Complete bank setup from the To Do menu

PayPal

Products & Services

Merchant Services Auction Tools

- My Account Send Money

Request Money

Withdraw Profile

Overview  Add Funds Resolution Centre

Histary

Welcome, Keith Carder
Account Type: Personal Upbrads  Status: Unverified Get verified Last log in 16 April 2010 503 pm. BST

To Do

PayPal balance: £0.00 GBP ig limits
» Complete bank setup
Nty recent activity | Payments received | Pavments sent Wiew all my transactions

= Policy Updates
My recent activity - Last seven days (13 Apr 2010-26 Apr 2010)

Snap them up
with Dol

St

PayPal will ask you to type in the two payment amounts.

Once you have done this you have successfully confirmed your bank account.

PayPal

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

You Have Successfully Confirmed Your Bank Account
Congratulations on activating bank funding. You can now use your bank account to fund PayPal payments.
« Make instant paymems

‘four bank account is now the default payment method and allows you to make instant PayPal payments. Please ensure that there
are sufficient funds in your bank account before you send a payment with PayPal.

Continue

Mobile |Reterrals | About Us | Account Types |Fess |Privacy |Safety Advice |ContactUs |Legal Agresments
Developers | Gift Vouchers

Removing Limits

Although your account is now active and you can start taking entries you will need to remove limits
if you are running a large number of competitions or a big tournament.

PayPal has a standard limit of £1,900 and requests further information (such as a photo of your
driving licence) for you to continue taking entries once you pass this limit. PayPal will also ask for
a credit card number in the process. If you are using a Business Account it is unlikely that you will
have a credit card for the business (tennis club/centre) so you will need to call PayPal customer
service. If you explain the circumstances and that you do not have a business credit card they will
manually remove the requirement for a credit card number.

You are strongly advised to remove this limit in advance otherwise you could have a

period of time when players cannot enter your competition.

LTA Online Tournament Entry & PayPal: User Guide
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1. Go to your account and click on View Limits.

PayPal

- My Account SendMoney | RequestMoney | Merchant Services | Auction Tools | Products & Services

Overview  AddFunds  Withdraw  History  Resolution Centre  Profile

Welcome, Keith Car| Transfer to Bank Account

Account Type: Premier Status: Verified

PayPal balance: £51.99 GBP

Wy recent activity | Bayments received | Payments sent View all my transactions

My recent activity - Last seven days (10 Jun 2010-17 Jun 2010)

Archive| YWhats this Pavment status glossary
™ | Date | Type Name/Email Payment Details | Order statusiActions Gross
: status
I~ 15Jun2010 Payment Jane Tellwright Completed  Details | print postage label «| £7.50 GBP ?
From

Payment Scott MNejrup £10.00 GBP

2. It will show that the limit is £1900. Tick the box above lift limits and then click on lift limits.
PayPal

My Account Merchant Services Products & Services

Overview AddFunds  Withdraw  History Resolution Centre  Profile

Your account limits

For security reasons, initial limits are set on the amount you can send, receive and withdraw from your PayPal account Ta lift your limits,
select all you want to lift and click the Lift Limits button

Limits refer to your primary currency, If you use a different currency, we will convert the equivalent amount 1o your primary currency and
amend the limit accordingly.

Type of Limt Amount of Limk Remaining Reset date

m Receiving limit per year B £1,700.00 GBP £1,655.00 GBP 4 Jun 2011

3. It will then show what you need to do to remove your limits. This could involve uploading a picture of
our driving licence and a utility bill.

= My Account Request Money Merchant Services Products & Services

Ovendew Add Funds Withdraw History Resolution Centra Frafila
Lift Receiving Limits

Your account has initial withdrawal and receiving limits. Ta lift your limits complete the steps contained in the fable below.

Status Tasks Detais
Set up bank funding
v A BaniAtssunl

& B

v okt
Business information

e Supply additional infermation
Confirm account information

~ Confirm your infarmation Review and confirm your account infarmation

Legend o/ Complete O InFrogress ~ ToDo

""—_—-““"“‘-ch xQu for essential infarmation when yo!

with us, we are under a legal

TIP: We advise that you do this in advance of you reaching the limit; if you have any
difficulties please call PayPal customer services.

LTA Online Tournament Entry & PayPal: User Guide LTA E %Eﬁhslg
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4. To make the process of removing limits for PayPal Business Account users as easy as
possible we suggest you have both a business and home address on your account. This
because, when you are required to upload a picture of your driving licence, the address will

not match your business address. To add or edit address go to profile add or edit
address.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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Changing your PayPal settings for Automatic Refunds

You will need to update your PayPal settings in order to use the new refund process and enable
automatic refunds to players who withdraw before the withdrawal deadline. Only payments made
after the settings have been updated will be refunded automatically if a player withdraws. To
update your settings:

1. Log into your PayPal account, click on the Settings icon in the navigation menu

' Summary  Money  Activity  Reports  Tools More Help Centre

2. Select My Selling Preferences from the four options on the left hand side of the My Profile page

' Summary Money Activity

My Profile

My business info >
Email, address, phone number, password,
more.

My money >
Bank accounts, cards, mere.

My account settings >
Notifications, customer ID, more.

My selling preferences >
Getting paid, postage, more.

3. Go to Update your API access

‘Website preferences Bring customers back to my website after they pay with PayPal. Update
AP access Configure how my website communicates with PayPal.
Invoice templates Create and manage my invoices. Update

4. Click on Grant APl permission

Your payment AP| credentials

To accept PayPal payments on your website, you or your developer will need API credentials. The API (Application Programming
Interface) allows PayPal to communicate with your online store or shopping cart.

Learn more™ about PayPal APls

How is PayPal set up on your website?
= PayPal API
Through a shopping cart provider

Pre-built payment solution

If you're using or plan to use a third-party platform, like Magento or Shopify, for shopping carts and online stores where
the PayPal payment processor is built in.

Grant API permission, br Manage APl permission

= BRITISH
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5. Add the third party Username as shown below and click Lookup

rob.dearing_api1.lta.org.uk
Do not put in your own name.

Add New Third Party Permissions
Manage permission given to a third-party application to access specific information in your account and take actions on your behalf.

For mare information about the permissions you are granting, see Third Party Permissions.

Third Party Permission Username |rob.dearing_api1 Ita.org.uk Lookup

Cancel

6. Tick the Issue a refund for a specific transaction box and click Add
Add New Third Party Permissions

IManage permission given to a third-party application to access specific information in your account and take actions on your behalf.

Faor more information about the permissions you are granting, see Third Party Permissians.
Third Party Permission Username  |rob.dearing_api1.lta.org.uk Lookup

Crganisation Lawn Tennis Association

Available Permissions

See the Third Party Definitions for help.

ments.
#! |ssue a refund for a specific transaction.

= Process your customers' debit or credit card payments.

) Authorise and capture your PayFal transactions.

)" Create and manage FayFal payment buttons on your website.

] Obtain your PayPal account balance.

Il Obtain information about a single transaction.

)" Search your transactions for items that match specific criteria and display the results.
) Charge an existing customer based on a prior transaction.

Il Create and manage Recurring Payments.

Obtain autharisation for pre-approved payments and initiate pre-approved transactions.
I Acceptor refuse a pending transaction.

) Issue a refund for any prior transaction.

7. You should then see the following screen
Manage Third Party Access

() You have successfully added rob.dearing_apii.lta.org.uk.

Ianage permission given to a third-party application to access specific information in your account and take actions on your behalf.
For more information about the permissions you are granting, see Third Party Permissions.

Third Party Usernams Organisation

rob.dearing_apii.lta.org.uk  Lawn Tennis Association Edit Third Party | »

Add New Third Party
LTA Online Tournament Entry & PayPal: User Guide LTA E ?-EINThslg
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Activating your tournament for PayPal
Activating your tournament to accept online entry with all entry fees processed by PayPal is very
simple.

There are two ways you can do this:

1. When you submit your online competition application you can let us know that you wish to
use PayPal.

2. If you have not notified the LTA in the creation process that you wish to use PayPal for your
tournament email your local county office stating the name and code of your tournament
and they will activate PayPal.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
16




Understanding the Online Tournament Entry Process

Players enter competitions using the Online Tournament Entry system on the LTA website
(http://www.lta.org.uk/Competitions/Search/) and pay for the entry by PayPal. In this section of the
user guide we explain the process the user takes to making an online entry.

1. Player finds the competition and adds the event’s he/she wishes to enter to the basket.
Once satisfied with their selection of events click Basket in the bottom right hand corner.
BRITISH
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parks & education

IN YOUR AREA ¥
county websites.

MEMBERS ¥
access your area

=]

MINI TENNIS 510 YRS Find a competition

BOYS' 1118 YRS GIRLS' 1118 YRS ‘WOMEN

LTA PayPal Refund Test Tournament - do not enter
Tournament code: SUR13WT7226

Tournament Overview Events (2 | Reviews

Date Event Status (E] Further details

Men’s events
Grade 6- Local level

25/12/2013  Men's Singles Accepting Entries

P Add to basket

b Add to basket

o Terms and conditions
Women's events

25/12/2013  Women's Singles Accepting Entries

e
2 contact details

Chris Mann

Chris Mann 8.2

[=] Competition calendar @ Basket (0)

POR Toumament code or name Go

In the basket select the player you wish to enter. You can add multiple entrants by clicking
Add another entrant. Once finished click Proceed to Checkout.

]

MINI TENNIS 5-10 YRS BOYS' 1118 YRS GIRLS' 1118 YRS MEN WOMEN Find a competition

VI Basket (3)

Please indicate who you will be entering in each event, whether you are entering yourself, a family member or someone you coach

LTA PayPal Refund Test Tournament - do not enter

National Tennis Centre Entrant Cost
Men's Singles |
6/  25pec.25Dec [ vou h £1.00 & Remove
[ Keith Carder - @ £1.00
Add another entrant
Women's Singles
6 25 Dec . 26 Dac Carolyn Salisbury - £1.00 B Remove
Add another entrant
Total Cost £3.00

PROCEED TO CHECKOUT *

LTA Online Tournament Entry & PayPal: User Guide
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3. If you need to add a player not available on your dropdown list select Add Player on the list
which will open a new window.
{ Basket (4)
Please indicate who you will be entering in each event, whether you are entering yourself, a family member or someone you coach.
LTA PayPal Refund Test Tournament - do not enter
Mational Tennis Centre Entrant Cost
§) . -
Keith Carder +* B £1.00 B Remove
Please select a player ~ a8 £1.00
Please select a player
You
§) s S, @ famee
Carolyn Salisbury
Keith Cardfar
Total Cost £4.00
To find the player start entering their name or BTM number. Once found select the player
and click Add Player.
Manage Players
Add and remove players from your list of saved connections
Find a player Web Test a
Hame or BTM number 103455142
Chris D
‘ID‘Irﬁlis‘ISDr;w @
w ?;rgt;lg;g;salishury a
Keith Card:
1DE4I1855:9r = @
A da Ki
To2es0as1 @

4. Once you have selected the players you wish to add, click Proceed to Checkout at this
point the system validates the entries against the rules set up in the system to ensure
players are eligible to enter the events they have selected. If an entry fails the validation a
red cross symbol will show. A user will be unable to proceed until to the next step unless all
events pass the validation check with a green tick.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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5. Review the order in the checkout prior to clicking the PayPal button which sends the player
to PayPal to pay.

mﬁ Checkout

@ Back to basket
Please check your entries carefully before continuing.

Payable today Please note: All payment enquiries
and refunds are managed entirely

by the relevant tournament

Tournament Event Entrant Eligible Cost
organiser for your events
LTA PayPal Refund Test
Tournament - do not Men's Singles You @ =100 a
enter
LTA PayPal Refund Test
Tournament - do not Men's Singles Keith Carder 0 £1.00 B8

enter

LTA PayPal Refund Test
Tournament - do not Women's Singles Carolyn Salisbury o £1.00 []
enter

Total cost: = £3.00

checkout PayPal

The safer, easier way to pay

To pay: £3

6. Once directed to PayPal, the user is able to login to PayPal and pay or pay without logging

n.
LTA | British Tennis e £3.00 -
PayPal
Log in to PayPal
— New. Faster. Easier.
Welcome to the new PayPal checkout!
The security you rely on — now even faster.
Password It's everything checkout should be.
T
N Yo
Forgotten your password?
Don't have a PayPal account?
Cancel and return to LTA | British Tennis.
B Terms Privacy Feedback 1999 - 2013
a. Enter your PayPal Email Address and Password and click Log In.
PayPal then will ask you to select your payment method or to add one. Finally click
Continue.
b. If you don’t have a PayPal account click Check out as a guest.
LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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PayPal then directs you to it’s original login page where you should click Pay with a
debit or credit card.

LTA | British Tennis

Choose a way to pay
Your order summary

Descriptions Amount ) -
Pay with my PayPal account PayPal a

LTA PayPal Refund ournament -... £1.00 Loginto your accountto complete the purchase

ftem price: £1.00

Quantity: 1

Email
£1.00

PayPal password
£1.00

[ElThis is a private computer. Whats this?

item total £3.00 Lagln

Total £3.00 GBP

Eorgotten vour email address or password?

Pay with a debit or credit card

(Optional) Sign up to PayPal to make your next checkout faster

Cancel and return to LTA | British Tennis

You’ll then be asked to enter your card and address details prior to clicking the
Continue button.

7. Having entered your PayPal details the user is returned to the LTA website to accept the
terms and conditions prior to the order being processed. To make the entry click Confirm
Entries.

m Order Summary

o & Back to basket
Please check your entries carefully before continuing.

F'ayable today Please note: All payment enguiries
and refunds are managed entirely

by the relevant tournament

Tournament Event Entrant Eligible  Cost )
organiser for your events.

LTA PayPal Refund Test

Tournament - do not Men's Singles You (V) £1.00 ]

enter

LTA PayPal Refund Test
Tournament - do not Men's Singles Keith Carder (V) £1.00 ]
enter

LTA PayPal Refund Test
Tournament - do not Women's Singles Carolyn Salisbury 0 £1.00 B
enter

Total cost: | £3.00

By ticking this box | confirm that | am over 18 and agree (whether on my own behalf or on behalf of the playerifl am
the player's parent/guardian or coachirepresentative) to observe and comply with the Terms and Conditions of
Online Entry, the LTA Competition Regulations, the Rules of Tennis, and the LTA Rules. If| am a parentiguardian or
coachirepresentative | also confirm that| am authorised to enter the player on his/her behalf and that the player has
read and understood these documents.

I can confirm on behalf of the players mentioned above that they and their supporters are agreeing to follow the Fair
Play values Enjoy and Respect

£3 will be taken by PayPal when you confirm

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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8. Finally, the user will receive an onscreen confirmation of their entry and an email.

WM Confirmation

Your entries were successful.

Payable today
Tournament

LTA PayPal Refund Test
Tournament - do not
enter

LTA PayPal Refund Test
Tournament - do not
enter

LTA PayPal Refund Test
Tournament - do not
enter

Event

Men's Singles

Men's Singles

Women's Singles

Entrant

Keith Carder

Carolyn Salisbury

Total cost:

=

Cost

£1.00

£1.00

£1.00

£3.00

Print confirmation

Please note: All payment enquiries
and refunds are managed entirely
by the relevant tournament
arganiser for your events

LTARK

BRITISH
TENNIS




Using the Tournament Organisers ‘Logged in Area’ to manage your
tournament

This chapter explains how to make best use of the other features available.

1. To access your Tournament Organisers’ section go to the login page on the LTA website
which can be found in Members area on home page. Enter your login details in the fields
provided and click ‘Login’. Your login details are the ones you use for LTA Player Validation
in TTP. If you don’t have a username and password, click on the ‘Create’ button in the

‘ P ) H
Can'’t Login’ section.
Members
Login
Username
Password
+ Forgotten your password?
+ Forgotten your username? LOGIN
Can'tlogin?
I'am already a member but have not created a
username or password
CREATE

2. Within the British Tennis Members’ Area click on the Tournament Organiser section;
(you will not necessarily have all the items shown here). If you cannot see the Tournament
Organisers section, please contact your local County Office.

Management functions

== Tournament organiser
Set up, promote and manage your
tournaments.

Manage my venue
| ‘Web management, members, LTA
registration, insurance, invoicing

3. The following Tournament Manager screen will appear with a list of all Current
Tournaments available. You can filter this list just to show tournament of a particular status.
If your tournament is not listed please contact your local county office to check that you
have been set up correctly as the tournament primary contact and you are stated as the
Tournament Organiser in contacts.

4. To view and edit tournament details click on the Edit tournament button under the
respective tournament.

Tournament Manager

Manage your tournaments in this section. Use TTP to manage your entrants and upload your results.

Current tournaments Archived tournaments

Show: | Accepting Enfries (4) -
iﬁ:i: Maidenhead 10U Boys and Girls County Tour Accepting Entries
29.10.12 5
2 Maidenhead Lawn Tennis Club, Berkshire
MoH
Code: BER12W3387 applicants

Closing date: 22/10/2012
2 Edittournament | Download events (CSV) Canceltournament Manage refunds

i::.'_i:i Maidenhead 8U Mixed County Tour 30.10.12 Accepting Entries
30 Maidenhead Lawn Tennis Club, Berkshire 1 1
== Code: BER12W32288

applicants

Closing date: 23(10/2012
2 Edittournament | Download events (CSV) Canceltournament Manage refunds

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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5. The Tournament, Venue, Contact and Entry Details will appear as they were set up on the

LTA’s database, Siebel.

e To edit these details click on the Edit Tournament Details link for Tournament and

Venue details.

To amend the tournament personnel Edit Contacts link.
e To add or edit documents the Edit Documents link.
e To add or edit Events Edit Events link.

Review

Please review your teurnament details before saving any changes.

Edit tournament details

About the tournament

Dates: 29th October 2012 - 29th Oclober 2012
Grade: Grade 5

Category: County Tour

Venue: WMaidenhead Lawn Tennis Club
Online entries: Yes (PayPal)

Events (2)

Event Starts Ends mincs
10U Boys Singles 20102012 201012012 )
10U Girls Singlas 20M0R2012 28102012 @

Edit contacts

Contacts

Christopher Mann (Teurnament Organiser) PRIMARY

Edit documents

Documents

No documents uploaded

E;gg Closes
22M02012

E1.00 S0P
2211012012

£11.00 550pm

Edit events
Wég':‘;ﬁ:l"éal Ratings Grade Venue
33’335&12 Any 5 Waidenhead Lawn Tennis...
33’%55&12 Any 5 Maidenhead Lawn Tennis

By submitting this tournament | undertake that, in the event of the application being granted, the Tournament will be conducted in strict accordance with the Rules of Tennis,
the Rules of the Lawn Tennis Association and the LTA Competition Regulations

BACK TO COMPETITION LIST >

LTA Online Tournament Entry & PayPal: User Guide
23

LTA7ENNE




6. The Edit Tournament Details page

contains of the tournament and
generic event information.

Tournament Information

The following fields can be edited:

» Tournament Name

» Tournament Sponsor

» Tournament Description — which
filters through to ‘More Details’
on the tournament home page
which the player will see when
entering

Entry Information

The following fields can be edited:
» Entry Fee

» Open of Entries date

» Entry closing date & time

» Withdrawal deadline date & time

Tournament details edit

Please edit your Tournament details below. Depending on the Tournament Status some fields will not be editable.

About the tournament

Tournament name:

Maidenhead 10U Boys and Girls County Tour 29.10.12 ?

Is there a corporate sponsor of your event?

®) No Yes, include sponsor details
Start date End date
e [
a o

Primary Venue:

Maidenhead Lawn Tennis Club

Category:

‘ County Tour (2

Grade:

‘ 5

Ratings guide:

The Ratings guide is a recommendation to entrants
and is not restriction to entering the tournament. If you
are unsure please leave it as Any to Any. If you need to
amend the ratings range for specific events this can be
done in the next stage of the form. The rating on the left
should be the lower rating and the rating on the right
should show the upperratinge g 21to 6.1

‘Aﬂy’ th°|Any - |

Mini Tennis Ratings guide:

‘Aﬂy’ v‘lﬂ|Any - |

Description

256 characters remaining

Do you want your tournament to appear on the LTA website?

®) This is a public event (Will appear on the LTA website)

This is a private event (Hidden on the LTAwe

ite. Invitees only)

Entry information

Default event entry fee (E):
11.00

Do you want to enable online entries?

®) Yes No

Payment method
®  PayPal (recommended)

PayPal account:

Other

Open for entries:

=] Open for entries is defaulted to 46 days
‘ LR == before the start date to enable refunds.
Withdrawal deadline is defaulted to 7 days
before the start date. Note if you open earlier
than this you may not be able to refund
withdrawals via PayPal

Entry closing date:
| 2211012012

Time of day:

em=a
| o |14'DD -

Withdrawal deadline:

| 241102012

UPDATE *

Time of day:

| nomma
I |1n-nn - |

LTA Online Tournament Entry & PayPal: User Guide
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7. The Edit Contact page contains of the tournament personnel.

From here you can:

» Add another contacts Contacts edit

> Change the prlmary Please add your tournament contacts here. The contact marked as primary will be the person who can pick up the TTP file for this tournament
contact — person picking )
up the TTP file Tournament Organiser Christopher Mann +4407872639567 chris. mann@ndmtennis_co.uk @

» Remove a contact (LAdd now contact

When adding new contacts please remember to state their role.
8. The Edit Documents allows you to provide up to 5 tournament documents.
From here you can: Tournament documents (optional)

‘You can attach documents (a maximum of ) you would like to appear on your tournament listing on the LTA site.
» Add a new document
click browse, locate

Uploaded documents:

,
£ . Upload a document:
yo u r fl I e a n d CI I Ck Documents must be in either PDF, DOC/IDOCK or XLSMKXLSX format and less than S00KB in size
upload oo |
» Amend, delete the [ Upoad docament

original and reload

CONTINUE *

9. The Edit Event Details allows you to add, edit or delete events.

When editing an event you
can edit:

Event type Event type: Age group:

Age group Bojssinges ~ o v

G rade Grade: Ratings range:
Ratings range T T
Closing date & time
Wlthdrawal Deadllne Closing date: Closing time:
date & time 2102012 : T
Ven ue Withdrawal deadline: ) Deadline time:
Entry fee 24/10/2012 10:00 -
Timing info

Event details

Start date: End date:

VVVYYVYYVY

YV V

Venue: Entry fee (£):
Maidenhead Lawn Tennis Club 11.00

Timings Info:

1pm start

Save event

= BRITISH
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Refunding Players

Provided you have amended your PayPal settings as explained in section 2 above, players who
withdraw online before the withdrawal deadline with now get refunded automatically. Refunds must
be made within 60 days of the player entering your tournament. PayPal will retain 20p of the
transaction fees. After 60 days the refund option will no longer be in the Tournament Manager area
or against the player’s transaction in your PayPal account please see a later section of this user
guide for refunding after 60 days.

To refund players who do not get accepted or were an unused reserve please follow the process
below.

1. Log in to your members’ area and find the relevant tournament in Tournament Manager
select Manage Refunds for the respective tournament

» Home » Members' Area * Competition Organiser » Competition Listings

Tournament Manager

Manage your tournaments in this section. Use TTP to manage your entrants and upload your results Create a new
tournament
Current tournaments Archived tournaments
Show: | All current tournaments (4) - Watch a 'How-To' videe on

creating atournament

iaﬁ test - do not enter Accepting Entries e
25 St Edwards Royal Free Middle School, Berkshire 2
= Code: SUR13W5395 )
applicants

Closing date: 10/12/2013
2 e Edittournament | Download events (CSV) Canceltournament Manage refunds

Find tips and advice for sefting up
your new tournament

iaﬁ LTA PayPal Refund Test Tournament - do Accepting Entries + Need help with using TTP?
2 not enter 3
WED Mational Tennis Centre o
Code: SUR13W7226 spelicants Please Note

Closing date: 14/12/2013
2 e Edittournament | Download events (CSV) Cancel tournament| Manage refunds The

onling creation syster
2012W season and oi

tion Organiser
splay your

Berkshire 9U County Tournament Accepting Entries old Tournament Org:
H dis
1 8 Cox Green Leisure Centre, Berkshire 43 .
SAT Code: BER13W1218 the 20128 season when it will be
applicants switched off

Closing date: 30/12/2013 . "
3 Edittournament | Download events (CSV) Canceltournament Manage refunds

2. Find the relevant event using the list box filter as shown below

+ Home + Members' Area » Competition Organiser » Competition Refunds

Refunds
LTA PayPal Refund Test Tournament - do not enter (SUR13W7228)

Men's Singles

Filter: Withdrawn Mot Accepted Reserve Open Mens Singles -
Open Mens Singles
Open Womens Singles
Player ¥ | Rating County Status | Fee | Refund |
Chris Mann 8.2 Buckinghamshire Entry Received £1
Keith Carder 7.2 Hampshire & Isle of Wight Entry Received £1

REFUND >

= BRITISH
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3. Tick the players who need a refund and click the Refund button

+ Home + Members' Area » Competition Organiser » Competition Refunds

Refunds
LTA PayPal Refund Test Tournament - do not enter (SUR13WT72286)

Men's Singles

Filter: Withdrawn Mot Accepted Reserve Open Mens Singles -
Player ¥ | Rating County Status Fee Refund
Chris Mann 8.2 Buckinghamshire Entry Received £1
Keith Carder 72 Hampshire & Isle of Wight Entry Received £1

REFUND *>

TIP:  You can use the filter tick boxes above the list of players to select those players who
have withdrawn, haven’t been accepted or are on the reserve list by ticking the box.

+ Home * Members' Area * Competition Organiser » Competition Refunds

Refunds

LTA PayPal Refund Test Tournament - do not enter (SUR13W7228)

Men's Singles
|F|Iter: ] witharawn  [] MotAccepted [] Reserve | Open Mens Singles v

4. You will be asked to confirm you are happy to proceed, click Yes

Are you sure you would like to refund these
players?

[ no [ ves |

LTA Online Tournament Entry & PayPal: User Guide LTAE ?Eﬁhslg
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5. You will receive confirmation of the refunds you have just made to confirm they were

successful

» Home * Members' Area » Competition Organiser » Competition Refunds

Refunds
LTA PayPal Refund Test Tournament - do not enter (SUR13W7226)

Men's Singles Eﬂ Print confirmation

Your refunds were successful.

Player v Rating County Status Fee Refunded

Keith Carder 7.2 Hampshire & Isle of Wight Entry Received £1 Q

When you go back to the entries page, you will now see the date the player was refunded
on rather than a tick box

+ Home » Members' Area + Competition Organiser » Competition Refunds

Refunds

LTA PayPal Refund Test Tournament - do not enter (SUR13W7226)

Men's Singles

Filter: Withdrawn Mot Accepted Reserve Open Mens Singles -
Player ¥ | Rating County Status Fee Refund
Chris Mann 82 Buckinghamshire Entry Received £1

Keith Carder T2 Hampshire & Isle of Wight Entry Received £1 06M2/2013

REFUND >

How is a refund credited?

If the sender used their PayPal balance or bank account the money will be refunded to their

[ )
PayPal account balance

o If the sender used their credit or debit card, the money will be refunded to their card. This
may take up to 30 days to appear on the card statement.

o For payments funded partially by credit or debit card and partially by balance, PayPal
refunds the card portion back to the card and the remainder to the player’s PayPal balance

o The refund will be credited to the sender in the currency of the original payment using the
same conversion rate used for the original payment

e When you refund the money you received PayPal also refunds any fees that were charged
to you.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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Troubleshooting

Q: I’'m trying to refund an entry but it says Refund Deadline Passed and won'’t allow me to
refund the payment.
+» Home » Members' Area » Competition Organiser » Competition Refunds
Refunds
LTA PayPal Refund Test Tournament - do not enter (SUR13WT7228)
Men's Singles
Filter: Withdrawn Mot Accepted Resene Open Mens Singles -
Player ¥ | Rating County Status Fee Refund
Refund
Chris Mann 82 Buckinghamshire Entry Received £1 deadline
passed
Keith Carder 72 Hampshire & Isle of Wight Entry Received £1 0612/2013

A: PayPal only allows you to refund a transaction up to 60 days after the payment was made.
The next section of this guide handles Issuing a refund after 60 days.

Q: I've tried to refund a transaction but | receive an error message saying One of more of
your refunds failed. Please try again or contact info@LTA.org.uk for more
information.

» Home + Members' Area » Competition Organiser » Competition Refunds
Refunds
LTA PayPal Refund Test Tournament - do not enter (SUR13W7226)
Men's Singles Eg Print confirmation
o One of more of your refunds failed. Please try again or contact info@LTA.org.uk for mare information
Player ¥ | Rating County Status Fee Refunded
Chris Mann 8.2 Buckinghamshire Entry Received £1 0

A: This usually happens when the communication between the database and PayPal has
been interrupted. Please find the original transaction in your account activity in PayPal
and check the status. If it says Refunded it has been refunded, if it says Completed
proceed to refund in PayPal.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg

29



mailto:info@LTA.org.uk

Issuing a refund after 60 days

After 60 days it isn’t possible to refund the player’s transaction in your PayPal or in Tournament
Manager. You will have to transfer the money directly to the player using the Send Money tab in
PayPal which you will find to the right of the My Account tab in PayPal. However, the recipient will
be charged a receiving fee (3.4% + 20p) so the organiser must calculate what this will be and add
the amount to the refund. For a £10.00 entry fee you should send the player £10.54.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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Working with PayPal to add and withdraw funds and taking late entries

Withdrawing funds

You can either transfer funds automatically to your bank account as you receive them (do this by
attaching a bank account to your PayPal account) or, when you are ready, transfer a bulk amount
from PayPal to your bank using the PayPal withdraw section in your PayPal account.

You will not be charged for standard withdrawals. To withdraw funds or find out more about
withdrawing money click on the Withdraw link in your PayPal account.

UTEET I Send toney | Request Money I Merchant Services | Auction Tools™ | Products & Services | Help |

Overview Add Funds Withdraw History Resolution Centre Profile

Account Type: Premier | Status: Unverified Get verified Last log in 3 February 20110 2:30 p.m. GMT
PayPal balance: £0.00 GBP View limits LD
» Confirm email address
My recent activity | Payments received | Payments sent View all my transactions

= Lift your account limits

My recent activity - Last seven days (28 Jan 2010-4 Feb 2010} + Policy Updates
Folicy Updales

What's this Pavment status glossary

r Date Type Name/Email Payment status Detailz Order status/Actions Gross
-Mo Mew lterns-

What's thie

Adding funds

If you have not attached a bank account to your PayPal account you can only make a refund to the
value of your PayPal balance. You may need to add funds to make a refund to a player or perhaps
purchase items online for your tournament.

Adding funds is very simple and free. However it does take 7-9 working days to process the
transfer of funds and clear in your PayPal account ready for you to use. PayPal would prefer users
to link a bank account to save them the effort of making these transfers hence the reason the
transfer period is so long. It's advisable to plan well in advance.

To add money or find out more about adding funds click on the Add Funds link in your PayPal
account.

LTA Online Tournament Entry & PayPal: User Guide LTAE %Elb.lrhslg
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Taking Late Entries

If you decide to take a late entry, once the closing date has passed, a player will not be able to
enter and pay online. You can obviously add the player manually to TTP and we suggest you use
the PayPal request money feature to collect the entry fee. You can request a payment from
anyone with an email address even if they do not have a PayPal account.

Request Money TS

Create a Money Request  Create an Invoice

Request Money Secure Transaction (5)

You can request a payment from anyone with an email address even if they
do not have a PayPal account

Recipients email address

— OR —-Select a recipient

5. You can

Amount

British Founds

Request payment for:

¢ Goods  Serices

]
, —— — —/—\

Once the player/parent has paid you will receive confirmation from PayPal and then need to
update your TTP file.

Blocking eCheques

Occasionally players may wish to pay by eCheque for which the transaction charge is up to £3.50.
In order to block eCheques go to Profile in your account, click on Payment Receiving
Preferences and tick box adjacent to Block the following payments: Pay with eCheque .... and
finally click save.
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