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Section1 
Connect to an EXISTING PayPal 

Business Account 
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IMPORTANT NOTE:

To enable PayPal Pay Later (Pay in 4 and PayPal Monthly, you will need to connect 
your IntelliPay Account to PayPal. There are two options: 
 
1) Connect to an EXISTING PayPal merchant account - Section 1 
2) Sign up  and CREATE a PayPal merchant account - Section 2

1.   Log into your IntelliPay Account.

PAYPAL is a registered trademark of PayPal, Inc., with primary registrations for its word mark and logo covering computer software, 
electronic payment processing, and financial services. IntelliPay is a registered trademark of Convenient Payments, LLC.

Follow these steps to connect an EXISTING PayPal Account.

Existing PayPal Business Accounts



2. “Once you are logged in, click the “PayPal Onboarding” terminal bar. Then click on the buttom “Create or 
Connect  PayPal” - See red rectangle in the image below.

3. When the “Create or Connect PayPal” button is 
clicked, you will be  taken to PayPal’s website, and 
you will see a screen like that pictured on the right. 
Click “Next” (red rectangle)
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Exisitng PayPal Business Accounts

NOT CONNECTED 
TO INTELLIPAY

Existing PayPal Business Accounts



Exisitng PayPal Business Accounts

4. When you arrive at the  “Create a business 
account” screen, scroll down to the bottom, 
and find “Already have an account?” and click 
on “Sign-in”  (red rectangle)

scroll down the page, until you see this section

5.  As a PayPal merchant, you enter your PayPal 
credentials and click login, (red rectangle)
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Existing PayPal Business Accounts



6.  On the “You’re almost there” screen, there 
is a choice to activate fraud proteciton. 

We recommend  you do not activate fraud 
protection, and simply click “Return to Store” 
(green rectangle) to continue without it.

Exisitng PayPal Business Accounts

7. After clicking the “Return to Store”  and returning to IntelliPay, navigate to your screen, choose the 
terminals tile, and click the “PayPal onboarding” tab in the terminals menu.  When the tab opens, you should 
see a screen confirming you have connected your PayPal account. 

CONNECTED TO 
INTELLIPAY

Existing PayPal Business Accounts
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Customer Payments

For in-person or online payments, you will need to send your customer a OneLink payment link to 
connect to PayPal Later.



Exisitng PayPal Business Accounts Existing PayPal Business Accounts

PayPal Pay Later Enrollment Guide ©2026 Convenient Payments, LLC dba IntelliPay



Section 2 
CREATE and CONNECT a New 

PayPal Business Account 



Section 2 
CREATE and CONNECT a New 

PayPal Business Account 

Create & Connect a New PayPal Business Account

1. Log into your IntelliPay/CP Teller Account.
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Follow these steps to CREATE a new PayPal Business Account and CONNECT to IntelliPay.

2. “Once you are logged in, click the “PayPal Onboarding” terminal bar. Then click on the buttom “Create or 
Connect  PayPal” - See red rectangle in the image below.

NOT CONNECTED 
TO INTELLIPAY



Create & Connect a New PayPal Business Account

3. When the “Create or Connect PayPal” button is 
clicked, you will be  taken to PayPal’s website, and 
the  “Create a business account” screen.  

Complete the required fields and at the button of 
the screen click next. 

4. When you have completed the “Create a 
business account” steps, you will see the “Ready 
to start using your business account?” screen.  

Select one from the list: registered business, 
unregistered business, or non-profit.  (red 
rectangle)

Depending on which option was selected, your 
options in the section below may change.  

Choose the type most appropriate for your 
entity. (green rectangle)  Click next.

Create & Connect a New PayPal Business Account
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Create & Connect a New PayPal Business Account Create & Connect a New PayPal Business Account

5. When you have completed the required fields on 
the  “Ready to start using your business account?  
The “Tell us more about your business” screen will 
appear next.  

Complete all required fields and click next.  

This is a long form, with dropdown menus, so only the 
top part of the form is shown here.

6.  Depending on your choices made 
earlier, you may need to add other” Benefi-
cial Owners” (red rectangle) 
 
Once you add any additional beneficial 
owners, click the “Agree and Submit” button  
(green rectangle) 
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Create & Connect a New PayPal Business Account

8.  When you click the “Return to Store button” on the previous screen, you will see your business account 
screen next.  There is still one more vital step.  You will need to click the bell icon in the upper right corner (red 
box) and when the drop-down opens, select confirm email address (green rectangle) to activate your PayPal 
business account.

Create & Connect a New PayPal Business AccountCreate & Connect a New PayPal Business Account
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7.  On the “You’re almost there” screen, there 
is a choice to activate fraud proteciton. 

We recommend  you do not activate fraud 
protection, and simply click “Return to Store” 
(green rectangle) to continue without it.



Create & Connect a New PayPal Business AccountCreate & Connect a New PayPal Business Account Create & Connect a New PayPal Business Account
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9. Return to IntelliPay, navigate to your screen, choose the terminals tile, and click the “PayPal onboarding” 
tab in the terminals menu.  When the tab opens, you should see a screen confirming you have connected 
your PayPal account. 

CONNECTED TO 
INTELLIPAY

Customer Payments

For in-person or online payments, you will need to send your customer a  payment link to connect 
to PayPal Later.


