
Tutorial Guide for Creating a PayPal Page in Sitebuilder

This tutorial is to assist you with adding and updating the shop page within your Sitebuilder software. Please 
note that PayPal is an external company. Both the PayPal website and the processes described in this tutorial 
may change and so it is to be used only as a guide. PayPal has an online help section should you need further 
assistance.

Please also note that we are always striving to improve our Sitebuilder for better functionality and ease of use. 
Updates to Sitebuilder may mean that the actual process may vary slightly from that described. This guide is 
therefore subject to change. Please refer to the help documentation on Sitebuilder for the latest version.

Adding products to your shop page involves two processes. To begin this process you must have set up and 
activated a Premier or Business PayPal account. Each item that you wish to sell needs to be added to the PayPal 
website and a button to be generated. You can then add each item to your Premium Design website.

Part 1: Logging in to PayPal

To begin you must log in to your account by going to the UK PayPal
website www.paypal.co.uk and completing the account login with 
your details. 

Once logged in you will need to click on the Profile sub-tab. This will
open up a Profile Summary page. From here, please click the “Create
New Button” option.
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Creating Buttons for Each Item

For each item you wish to sell you need to create a Buy Now button. This will create a unique code for each 
item. This means that if anyone clicks on an item on your website, it will be linked to PayPal who will know the 
exact details for each item. 

Important – The details and options for each item must be added the same on your Sitebuilder as on PayPal. 
For example if you change the price on the sitebuilder but not on PayPal, an incorrect price will be processed 
for the sale.

Below is a screenshot of the PayPal section for creating a button. You will need to fill out the following details 
for each item you wish to have on your website. 
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Creating Your Button

Firstly for the drop-down menu for “Accept payments for” please select either “Products” or “Services”.

Next you will need to click the option for “No; create a “Buy Now” button”.

You can give the item a name that you wish the item to be called (eg. “plain t-shirt”).

Select a price for the item. If you are adding options that allows different prices depending on the item 
selected, please leave this section blank.

Customise Button

For an item you are selling, you can have a drop down menu underneath for different options. You can select 
one of two option types for each button should you need to:

“Add drop-down menu without prices”

Click this option should you wish to add options for your product that will have no change in pricing structure 
(eg. different colours at the same price). For this option you must have the price selected in the previous field.

Choose a name for the drop-down menu (eg. colour).
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Under “Menu choice name” you can list the options required (eg. blue, green, yellow). For a fourth or more 
options you can click the “Add option 4” link for another box.

“Add drop-down menu with price/option”

Click this option instead should you require an option that requires different prices depending upon the option 
selected (eg different sizes with prices for each). 

Choose a name for the drop-down menu (eg. sizes).

Under “Menu choice name” you can list the options required (eg. small, medium, large). For a fourth or more 
options you can click the “Add option 4” link for another box.

You will need to add a price for each option. Please make sure you did not enter a price into the previous field.

Once you have finished entering options click “Done”. Enter your email address into the required field to be 
alerted of a sale. You can then create your code by clicking “Create Button”.

Obtaining Your Button Code

After you have clicked on "Create Button” you should be taken to a new page as per the screenshot below.

You need to make a note of the number generated for you. This is highlighted in red for you (in this example it 
would be 4379523).

This part of the process is now complete. You will need to make a note of the number generated for each item, 
along with the name, price and any extra options you have selected in order for you to add these via 
Sitebuilder.
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Part 2: Creating Your Shop in Sitebuilder

You are now ready to add a Shop page to your website. To do this you will need to log into Sitebuilder as usual. 
You can do this at http://sitebuilder.btcustomerstreet.com with the login details you received with your 
First Steps Guide.

Create a New Page

Within the “Pages Editor” tab within Sitebuilder you have the option to create new pages and sub-pages. 
Depending how your website is set up you can create either a new page or you may need to create a sub-page 
(a page within a page)

To create a new page, click on the 
“Add New Page” button as shown.

To add a sub-page you need to click on the small green 
cross below the page that you wish to create the sub-
page within. This option may be used, for instance, 
when you wish to create a main page called “Shop” 
that is an opening page, and then has sub-pages within 
this to sell products on different pages. 
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Editing the Page Details

Once you have clicked to add a page you will be prompted to edit the details for the page. These will include a 
name for the page, a title, summary and keywords. 

Moving the Page

Once you have entered the details for the page and 
clicked the green tick, your page will been created. It 
will now show in the “Pages Editor” as shown below. 
You can then change where the page is situated in 
the navigation for the site by clicking on the green 
arrows until you are happy. The page will remain 
hidden and highlighted in red until you publish the 
site or un-hide it as you would a normal page. 

Editing the Shop Page

In the Pages Editor of Sitebuilder, click on the “EDIT” button with the pen icon located underneath the page 
title. This will open up your new page in the software. There will most likely be some standard text inserted as 
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a template. 

Changing the Layout

To turn this standard page into a Shop page you will need to click on the button called “One Click Shop” as 
shown below.

Upon clicking on “One Click Shop” the shop 
layout option will appear as an icon. Click on 
this icon to activate the layout. You will be 
prompted with a warning. This is to advise you 
that whenever you switch to a new layout, any 
content will be lost. Click the green button to 
proceed.
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Adding Your Products

Once you have changed the layout you will be ready to add items to your page. As you would with a normal 
page, you can click on any text section, headings and images to update them. Your page may initially have 
three blank products. You can create more spaces for products by clicking on the green plus sign and remove 
the last space by clicking on the red minus sign. 

Editing Your Product

If you click on the “Buy Now” button for an item it will bring up the associated options as below.

The “Buy Now” button will appear grey when there is no product code inserted and cannot be processed as an 
order until this information is completed. Upon completion the button will appear yellow indicating that is is 
active.
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In this section you need to input the details that you created for the items in PayPal. Add the code generated 
by PayPal into the form. If you had an option enabled for the item you will need to add the exact details from 
PayPal as described earlier. Once completed just click the green button.

Once you are happy with your page you can either click “Save And Publish” to save the changes and put the 
page live on the website. Alternatively click “Save As Draft” to save the page as hidden so that it will not be 
visible and live.
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