
Checking PayPal for Orders

All transactions for the previous 8 days (or since the last time they were 
checked) need checking to ensure they have been entered into Opera.

Navigate to www.paypal.com and click Log In

Enter the username, “viamedcathygreen” and the current password as found 
in GoldMine or IntraStats

You will be presented with the summary screen, all transactions here need to 
be accounted for. Click on the first transaction

If the order was from eBay, there will be a long item number as seen below 
and in the “Custom” field, it will say EBAY. Scroll down and make a note of the
Buyer’s ID



Open Viamed Opera and search for the eBay account (00006666) Click on 
invoices to see all current and dispatched orders.

Locate the “Buyer’s ID” in the “Cust. Ref” field. This shows that the transaction
has been entered, if the Buyer’s ID cannot be found, print the PayPal 
transaction page and navigate to www.ebay.co.uk to print the order and 
proceed as per the eBay order processing procedure.



Press F11 and click on Lines, compare the products here with the PayPal 
transaction “Shopping Cart Contents” to ensure all of the products paid for 
have been entered. 

If you are satisfied that the order has been entered correctly, move on to the 
next transaction. 

Payments received from our automotive website appear as below:

In this case, open Opera and navigate to the customer’s account as per the 
business name and address. Check that the items in the “Shopping Cart 
Contents” match the items on the Opera order



We accept PayPal payment from all our customers, export customers often 
prefer to use this method as it is cheaper than paying bank charges. A regular 
payment is displayed as below:

In this case, check the business/customer name as before. There will not be a
shopping cart but there may be PRO/QUO/INV references to help you match 
it to the correct Opera order. Ensure the total (£/$/€) matches the Opera 
proforma/order total.

If a transaction is found that has not been entered into Opera, please do so as
per the order processing / eBay or Amazon procedure.


