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Design Document: eBay Basics
Class Description

Learn how to buy and sell merchandise on eBay--the world's largest online marketplace--as well as how to pay for purchases with PayPal in this class.
Curriculum Track 

Online purchasing through eBay and payment through PayPal

Audience
Adult learners with little or no experience with EBay and PayPal

Course Length

90 minutes

Training Method

Lecture/demo

Purpose

1. To introduce eBay to new users and encourage its use by explaining features, benefits and providing an overview of the interface.

2. To get patrons prepared to make purchases through bidding, buy it now, or making an offer.

3. To introduce PayPal to new users and encourage its use by explaining features, benefits, and providing an overview of the interface.

4. To get patrons prepared to pay for eBay purchases using PayPal. 

Equipment Requirements

Projection screen, laptop with internet connection, laser pointer

Software Requirements

Microsoft PowerPoint and/or eBay and PayPal accounts

Material Requirements
Power Point presentation, handouts, training evaluation, pens/pencils

Learning Objectives
At the end of the session, learners will be able to: 

· Explain how to create an eBay account and PayPal account

· Explain how pay for and eBay item with PayPal

· Identify and define the difference between Buy it now, Best Offer, and a Bid

· Explain how to bid on an item, make a best offer, or buy it now.

· Restate strategies for winning an item as outlined in the class

· Identify the escalation process for use if an item does not arrive as expected

Assessment Technique(s)
Question and answer
Content Outline
Before Class Prep (2-3 mins.)

· Get your web browser running and open up eBay

· Log into your eBay account if you have one

· Log onto PayPal with your account if you have one

Agenda (2-3 mins.)

· What is eBay?
· Creating an eBay account

· Creating a PayPal account

· Searching, viewing and bidding

· Exploring and My eBay

· Making a purchase

· Paying with PayPal

· Questions?
What is eBay (3-5 mins.)

· Talk about what EBay is in terms of buying

· Website where you can buy new and used products

· You can buy these items through a bid system, an offer system, or paying an asking price.

· PayPal is the primary method of payment used when sending or receiving money on eBay.  Without a PayPal account your choice of auctions will be limited 
· Talk about what eBay is in terms of Selling

· You can sell most legal items on EBay the big prohibited items are weapons, alcohol, food, healthcare items, real estate, most gambling devices, etc.

· EBay makes a profit by charging for you to place the ad and by charging you a percentage of the item based off of the selling price.
· Explain the differences between Craigslist and eBay

· Craigslist is a free traditional classified website with no buyer or seller protection.  Deals are primarily dealt in person with cash

· eBay is more like an online store where items are sold primarily in auction format.  Items can be paid for various ways, shipped, buyers and sellers have protection, and there are fees for listings.
Creating an eBay Account (10 mins.)

· Give step by step instruction in how to sign up for eBay.  Show each step through the screen shots or log into eBay and go through the steps.

· Click register/sign in on the top left of the main screen
· Click register
· Fill in your account information (Inform the class that an Email is necessary, so if you do not have one they will need to create an email before starting an eBay account)

· Advise the class on security and password creation.  Use upper and lower case letters, numbers, and symbols.  Remind them not to use passwords from other online accounts for the highest security.  Remind them writing a password down is safer then saving it on your computer.
· Advise them to add a mobile phone number, but it is unnecessary for creating a eBay account
· Encourage the class to read the eBay user agreement and eBay privacy Notice before registering
· Once complete click Register
Creating a PayPal Account (3-5 mins.)

· Begin by explaining what PayPal is

· PayPal is a company that securely saves you financial information to be used to pay sellers on eBay, online stores, and some physical locations such as Home Depot.

· If any students are worried about security advise them to open a separate banking account just for PayPal, or attach a preloaded credit card to their PayPal account. 
· PayPal has never had been hacked to obtain users financial information any loss of information had to do with weak passwords created by users.
· Go through the step by step procedure in how to sign up for PayPal

· Click sign up for free
· Choose to create a personal account and click next
· Entering an Email and password and click next
· Remind the class about the previous password rules.  PayPal contains your financial information, so make your password as secure as possible.
· Fill out the form that includes your personal information.  Read and agree to the terms and conditions.  Click Agree and create Account.
· Choose to connect a debit/credit card to your account or link your bank account
· You can link multiple payment methods if interested.  Then you can choose which method to pay with when purchasing with PayPal.

· Note if you are going to be selling on EBay you will need to attach a bank account to receive payments.
· Note: if time allows log into PayPal and show how an account looks and some of the features.

Searching, viewing, and bidding (15 mins.) (Note: If resources and time allows demonstrating this part on eBay’s website is the preferred method for students.)
· Introduce the Search box and explain that it works similar to a library catalog or internet search engine
· Explain that after the initial search it helps to choose a Category to narrow down your search.

· After you choose a Category begin to choose modifiers some you are likely to see are:

· Condition: Condition of the item new, used, refurbished, parts and repair only, etc.

· Price: type in a price range

· Format: Auction types Buy it Now, Auction, etc.

· Item Location: Designate the location of sellers you want to purchase from

· Delivery Option: different shipping types free or pickup 

· Demonstrate how to access an item by clicking on a hyperlink from the list of results. Once you’re on the page, point out and explain the following areas:

· Item Condition: Condition of the item new, used, refurbished, parts and repair only, etc.

· Time Left: Timer for the auction is located above the current bid

· Starting Bid/Price: The price the item starts at

· Place bid/Buy It Now: You can enter your bid or buy it now under the current auction price 

· Add to Watch List: By clicking on Add to watch list you can watch several items in My EBay

· Shipping: Tells you the price to ship the item as well as the shipping location

· Delivery: Estimated time the item will show up after the auction ends

· Payments: What payments the seller accepts.  Most if not all sellers use PayPal

· Returns: Tells about the return policy of the seller.

· Guarantee: Most items are covered by EBay’s money back guarantee

· Listing description:  The description is in the middle of the ad and is written by the seller

· Seller information:  ON the top right of every ad is the sellers name and their feedback rating

· Point to the Ask a Question link at the bottom of the screen and share that this is how you contact a seller with questions about an item
· Point out that many popular items have item reviews at the very bottom of the ad.

Exploring My eBay (5-10 mins.) (Note: If resources and time allows demonstrating this part on eBay’s website is the preferred method for students.)
· Give an overview of My EBay.  Explain that it is your personal EBay hub for purchasing and selling.

· Explain what the subcategories under the Activity tab are used for.

· Buy: Shows all of the items you have purchased

· Bids/offers: Shows any standing offers or bids you have made

· Didn’t win: Keeps a list of ads you bid on but lost.  You can review the ad and the ending price

· Deleted: Any item bid on and deleted in the past 31 days will show here

· Purchase history: List of all of the auctions you won and paid for

· Lists: Allows you to create lists of auctions or items you are interested in bidding on

· Searches you follow: Allows you to save often used searches

· Sellers you follow: Allows you to save sellers you like buying from

· Sell: Explain that this is where you go to deal with everything involved with selling. Explain that we will go over this is great detail in the next class, so we will not cover that today.

· Explain the Messaging system and how it is very similar to Email.  If there are a large group of people who do not have email accounts at this class go into further detail as to what the inbox, out box, etc. are.

· If you download the eBay app or have your email on your smart phone you will be notified when you receive an eBay message.

· Give a brief overview of what is under the Account tab and why you would want to use it.

· The account shows you your purchase activity, invoices, feedback, and allows you to change your payment settings.

· Give a brief over view of what happens when you click on your profile name.
· You can edit your profile and add pictures from this page.  This is optional.
· Talk about the feedback and rating system

· Every time a transaction is made you rate the eBay user and they rate you.  The higher your rating and transactions the more likely people will purchase from you and allow you to bid on your items.
· Items for sale will be listed here but we will talk about that next class

· My collections are an optional section where you can post items you found/collected

· Following allows you to follow certain items on eBay for to easily view later.
Making a Purchase (10 mins.) (Note: If resources and time allows demonstrating this part on eBay’s website is the preferred method for students.)
· Show how to watch an item and explain the strategy behind it (i.e., wait until close to the time an auction closes and get ready to bid or whatever)

· Explain how to bid on an item and point to the Place Bid button.  Explain that in most cases, bids are not retractable so if you bid on an item and you are the winner, you are expected to buy it.
· Explain that eBay bids are legal contractual obligations.

· Go over some strategies to winning an ad

· Bid on an auction with the max amount you are willing to pay and ride it out.  Advise the class to add $1 to any max bid because it is very upsetting to lose your auction by $.50.

· Watch an ad you are interested in until it is almost over.  When the auctions are going to close in a couple second enter your bid to avoid other bidders from being able to counter you

· Create a watch list with many of the same or similar items you are interested in.  Go to your My eBay watch list and organize them by item ending soonest.  Bid on the item ending soonest.  If you get outbid delete that ad and move on to the ad that is ending next and bid on that.  Repeat this until you win an auction.
· Explain that Make an Offer is not on every ad.  It allows you to make an offer and for the seller to make counter offers until a price is agree upon.

· Explain the rules behind Make an offer.

· The seller has 48 hours to accept, counter or decline your offer before it expires

· You can make up to 3 offers on any item before you are cut off (this does not include counter offers)

· If you offer is accepted, you will be given instructions on how to pay for your item.

· Explain that Buy it Now is not on every ad and does not allow haggling

· To purchase a Buy it Now item simply click the buy it now button
· Even though Buy it Now ads do not involve haggling you can contact the seller to offer them a lower price.  Sometimes they will accept it and lower the price of the auction for you.
Paying with PayPal (3-5 mins.)

· Go through the steps you need to pay for an item on EBay with PayPal

· Finding purchased items under purchase history

· Choosing an item to pay for and how to start the payment process

· Making sure the shipping information is correct

· Log in to PayPal on the right side of the checkout screen
· Before clicking Confirm and Pay check to make sure you have chosen the correct shipping address and payment method
After you pay (3-5 mins.)

· Explain how to view your order details
· You can view all of your purchases by going to My eBay and clicking on Purchase history
· From this screen you can view your tracking information by clicking on the tracking number if it is posted
· Explain to the class what the objective symbols to the right of your purchased item are.
· The dollar sign shows if you have payed for the item
· The package shows if your item has been marked as shipped
· The pencil shows when you have written your feedback
· The envelope with a star shows when you have received your feedback
· When the item is greyed out the objective is not complete.  When it turns black it is completed
· Explain how to cancel a purchase after the auction ended
· You can only cancel your order if you have not payed yet.
· To cancel the order, click on more actions to the right of the item and choose ask to cancel order
· Explain what to do if there is a problem with the item you bought
· If there is a problem with your item first thing to do is contact the seller.  Most of the time the seller will come up with a solution to the situation.
· If the seller is not willing to help you in a satisfactory manner contact eBay and request a return.  To do this click on more actions to the right of the item and choose return this item and fill out the forms.
Wrap Up/Closing (5-10 mins.)

· Ask if there are any outstanding questions and answer them for participants

· Talk about the second half of the class that deals with Selling
· Handout the class survey and ask participants to take a moment to complete it

· Invite participants to write in any comments or class suggestions on the form

· Provide your contact information (and the IS Service Desk number) for any additional questions.

· Thank participants for coming
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