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1) LOG IN TO YOUR PAYPAL ACCOUNT 
2) CLICK ON THE “REQUEST MONEY” TAB 
 
 

 
 
 
 
 
 

3) CLICK ON THE INVOICING TOOL LINK 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
      4) IN THE SCREEN THAT FOLLOWS, CLICK CONTINUE 
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the invoice details in the relevant boxes, If you need more rows then just select the “add more rows” 
button. Enter the postage & packing charge - Click continue 
Check details on the next page that loads and if correct click “send invoice” 
You are then given the option to save the invoice template if you wish (this can save time on future 
invoices). 

TIP: If you want to test the application you can send a invoice to yourself. 
Any queries email; support@cmmt.co.uk 

Click here and your address will appear 

Click here and your 
phone number will appear 

Enter the email address of the person 
you want to send the invoice to in here 

Ignore this box 

From the menu select “pounds sterling” 

From the menu select “goods” 
Type: your subject 

Type: more information if you wish 


