
PTA Paypal Best Practices 

Begin by logging into your account at https://www.paypal.com/ca. 

 

The Monthly Financial Summary will give you a controlled report of your beginning/ending 

balance for each month along with transactions, transfers, etc. To view this report: 

Scroll over the History tab- Reports. 

 

 

https://www.paypal.com/ca


Below is a sample report (the currency for the actual report should be in CAD $ based on your 

account settings). Important figures to note are the Beginning and Ending balance as these are 

what you will need to reconcile based on your monthly transactions. 

 

You can also export the transaction history to Excel.  

Scroll over the History tab- Download History. 

 

 

Here you can search a custom date range. Input your dates and select the file type for 

download. The recommended file download is Comma Delimited- All Activity. 



 

Once you have selected the date range and file download type click on Download History. You 

will then see the Download Status page- Click Continue. 

 

 



Go back to the History tab- Download History. From there you can view your recently 

downloaded logs. 

 

Select the log you would like to open and download. An Excel file will then download onto your 

computer. This will have all of the transactions for the account which can be filtered and/or 

sorted (i.e. membership payments, tournament entry fees, etc.). 

Here are a few useful tips for using this download log. 

1. Hide the columns you do not need for easier viewing (i.e. time, email address, etc.). 

 

 



2. Column AG- Custom Number is important for viewing the transaction type. This will 

include what the payment was for (tournament name, membership type, etc.). 

 

3. You can separate each type of Custom Number. An example of this would be separating 

different tournaments that collected online entry fees. 

 

 

4. The same can be done for memberships. The left 2 columns (Adults/Juniors) are added 

manually by the administrator to separate the membership type. 

 

 

 

 



5. Refunds will also be shown on the list of transactions indicated by a - sign.  

 

6. Manually adding a summary to the bottom of the spread sheet is another way to double 

check totals for the time period, example below: 

 

The main goal of the History Download is to help balance your opening and closing balances for 

the specified time period. 


