
How to reconcile the PayPal account 

1. Login to your PayPal account. 

2. When the homepage loads up, click on the “View all of my transactions” button. 

 

3. When this page opens, use the date range option and select the start and end date 

you want the statement for. Then click “Show” 

 

4. When the report has loaded, click the “All activity (with balance)” link. You will see 

when this has loaded as it will display with the date below it. 

 

5. Then click the “Print” button over on the right hand side (just above the “Balance” 

column). This will open the statement in a new pop-up window along with the 

“Print” Menu for you to select your printer. The report may take a minute or 2. 

 

6. Click “Ok” when you are ready to print. 

 

 



How to reconcile the PayPal account – Pt. 2 

 

7. Now onto the Transactions within the statement: 

 

I. Any Sales Invoices paid into the PayPal account, or any Purchase Invoices 

paid out of the PayPal account, need to be allocated as normal – making sure 

that it is the amount in the “Gross” column on PayPal that is being allocated 

and that the “PayPal” account is selected. Note: If the Sales Invoice was sent 

out with, and paid using, the SortMyBooks-PayPal Integration feature, then 

these invoices should already be allocated against.  

 

II. Payments, for items that you don’t have Purchase Invoices for, need to go 

into “Misc Payments”.  See the How-To here. 

 

III. Some transactions incur a “Fee” – these will be shown in the “Fee” column. 

These need to be entered into “Misc Payments” under a payee of “PayPal 

Fee”.  

 

 

IV. Any money transferred from (or to) the PayPal account from the Credit Card 

account or another company bank account, needs to go in as an Account 

Transfer. See the How-To here. 

 

8. Once these transactions are entered you should be able to reconcile your PayPal 

account just like any bank account.  


