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Selling on eBay 
Listing an Item 

Communicating with Buyers 

Manage Your Listing 

Following Up After a Sale 

Site Preferences 

Anyone registered as a buyer on eBay can also sell.  If you have 

registered as a buyer it is very easy to also verify yourself as a seller.  

You will use the same Account, User Name, and Password that you 

use as a buyer.   You will be presented with a “Create a Seller’s 

Account” screen when you attempt to list your first item.  Click here 

to view information on Becoming a Seller.  Becoming a seller will 

require you to verify your identity and inform eBay how you will pay 

your seller fees.  If you are already verified as a buyer you may not 

have to provide any additional information. 

Almost anything can be sold on eBay including opening an eBay store and automobiles.  However, we will only 

discuss the most common sales which are smaller items sold by individuals.  eBay does have a restricted list of 

items that cannot be sold.  Click here to view a listing and explanation of the Prohibited and Restricted Items.  

Prohibited items will be automatically removed from eBay. 

Many people earn extra cash and remove no longer wanted items by selling on eBay.  eBay offers an organized 

marketplace and a secure area to sell your goods.  Your customer base is much greater than you can achieve by 

selling locally.  eBay also offers sellers protection through PayPal from fraud and theft.  Click here to view details 

on Seller Protection. 

To start selling on eBay you simply have to follow some basic steps.  A summary of these steps can be found by a 

click on Basic Selling. 

Listing an item 
 You have two methods of selling an item on eBay.   

Auction An Auction listing works just like a real auction house.  
An opening bid is set and buyers bid higher amounts.  
At the end of the auction the buyer with the highest bid 
wins and can purchase the item.  Click here to view 
details of Auction Format. 

Fixed Price (Buy it Now) Fixed Price lets the buyer purchase the item 
immediately at a known price.  This option can also be 
combined with an Auction Format.  Click here to view 
details of Fixed Price Format. 

http://pages.ebay.com/help/sell/seller_account.html
http://pages.ebay.com/help/policies/items-ov.html#prohibited
http://pages.ebay.com/help/pay/paypal-seller-protection.html
http://pages.ebay.com/help/sell/sell-getstarted.html
http://pages.ebay.com/help/sell/auction.html
http://pages.ebay.com/help/sell/fixed-price.html
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Listing an item makes that item available for purchase.  Your listing has many options available to help you 

enhance your offer.  It is important that your listing be as accurate as possible.  Take pictures that show the items 

true condition.  Be sure that your description is accurate and states any obvious flaws.  Buyers will be able to rate 

you as a seller with Feedback.  Click here to view details on Feedback. 

To start selling an item click on the 

 button on 

your eBay Home Page then click on the 

 button. 

 

 

 

 

 

eBay will open the “Create Your Listing” page.  There is both a Simple listing and Full listing version available.  The 

Simple form is easier to fill out but does not contain all the options available.  We will cover the Full form with all 

options here.  Fields marked with a  are mandatory. 

The Categories setting will 

let you revise the 

categories you previously 

selected if needed. 

The Title and Subtitle 

fields let you describe your 

item with a catchy name. 

Item specifics let you enter 

details about your item. 

 

 

 

 

 

 

http://pages.ebay.com/help/feedback/howitworks.html


Page | 3 
 

The Bring your item to life with pictures 

will display those pictures you will 

display in the listing.  Click on the 

 button and the picture 

upload dialog box will open.  Browse for 

the pictures you want. 

The Basic tab will let you select pictures 

on your computer.  The Self Hosting tab 

will let you select pictures located on the 

internet. 

We will be using pictures on our 

computer only.  Pictures should be taken 

with a good digital camera.  Take 

pictures at a resolution of 1024 x 768 or 

higher.  After selecting up to 12 pictures 

click the  button to complete 

the process. 

Click Adding pictures to your listing to 

view more details on this process. 

 

 

 

 

The “Describe the item you’re selling” 

section under the Standard tab is a mini 

word processor where you can type in a 

full description of the item.  The HTML 

tab will let you enter HTML code.  If you 

are not familiar with HTML code use the 

Standard tab.  Click Titles and 

Descriptions to view suggestions on 

writing good Titles and Descriptions. 

The “Listing Designer” section will let 

you apply a theme to your listing page.  

Put a check in  and select a 

theme.  Click  to view a 

sample of the theme.  Selecting a Web 

counter will track the number of visitors 

to your listing. 

http://pages.ebay.com/help/sell/pictures.html
http://pages.ebay.com/help/sell/title_desc_ov.html
http://pages.ebay.com/help/sell/title_desc_ov.html
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In the “Choose how you’d like to sell your 

item” area you will detail pricing and 

duration of your listing.  There are fees 

associated with many of these items.  

Click Selling Fees to view a detailed listing 

of all fees.  Fees are your cost of doing 

business.  eBay occasionally runs specials 

on fees and sometimes offers some 

features for no fee.  Always check the 

latest listing for updated information. 

 

 

The “Decide how you’d like to be paid” section lets 

you select from those payment options you have 

specified in your sellers account.  eBay has 

recently revised its payment policies.  The biggest 

change is that it is no longer allowing payment by 

cash or check except in certain circumstances.  

You must select at least one of the online 

payments options.  Click Accepted Payments to view the latest payment policy. 

 The “Give buyers shipping details” section 

lets you tell the buyer the method of 

shipping and the cost and if you are 

including insurance options. 

 

 

 

 

 

The “Other things you’d like your buyers to know” 

section lets you block certain buyers, specify your 

return policy, and enter additional checkout 

instructions. 

Click the  button to proceed. 

 

 

http://pages.ebay.com/help/sell/fees.html
http://pages.ebay.com/help/policies/accepted-payments-policy.html
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You will now be offered a chance to 

“Review your listing” and make some 

final changes.  Each change you make 

will show in the listing preview.  There 

are costs associated with these features 

so read carefully.  Your total costs are 

shown at the bottom of the page.  Once 

you click the  button 

your listing is completed and will appear 

on eBay. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Table of Contents 
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Communicating with Buyers 
Listing your item on eBay is just the start of the process.  As with all businesses you will have to interact with your 

customers.  Good customer interaction is important because buyers have the ability to rate you as a seller with 

Feedback.  All potential buyers can view your feedback rating and it could affect their buying decision. 

Buyers will have many questions.  They may have questions about procedures or further clarification about your 

listing.  Your responses could affect both the sale and your feedback rating. 

There are two methods for you and buyers to communicate. 

Ask a Question By clicking on  the buyer will be 
able to send you an e-mail.  Your e-mail address can 
be masked.  You “reply” to the e-mail with your 
response using reply in your inbox.  Ask a Question 
is always available and cannot be removed. 

Q & A Q & A can be activated in addition to Ask a 
Question.  It will give automatic answers to things 
selected in your listing.  You can also add questions 
and their answers to Q & A.  Only general questions 
can be in Q & A because it is the same for all your 
listings. 

 

Q & A will appear when the buyer clicks 

.  If they do not see their 

answer they can then click  

and send you an e-mail. 

 

 

 

Click Answering Buyer's Questions to view 

details on setting up your Q & A for 

buyers. 

Return to Table of Contents 

Manage Your Listing 
Maintenance of your listing can be done after posting on eBay.  You can view the bidding on items in “My eBay” 

under “Selling”.  You can also change how your listing functions by changing your preferences in My eBay, Site 

Preferences. 

You can also change your listing within guidelines.  Any setting that cannot be changed will be grayed out.  You can 

revise any settings not grayed.  Click Change Your Listing to view details on how to revise listings. 

Return to Table of Contents 

http://pages.ebay.com/help/feedback/howitworks.html
http://pages.ebay.com/help/sell/answer_qs.html
http://pages.ebay.com/help/sell/edit_listing.html
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Following Up After a Sale 
Once the sale has closed and you have a high bidder you must complete the sale.   

Communicate with your buyer after they complete checkout.  Checkout lets your buyer pay you online for the 

item.  If you have fully specified payment and shipping information in your listing then checkout is the easiest way 

to complete payment.  If you did not specify full payment details contact your buyer with any missing information.  

If you disabled checkout contact your buyer with full payment and shipping details.  Always verify that you have 

received payment and that the payment has been properly credited to your account before shipping the item. 

After payment has been verified you should ship the item to the buyer quickly and safely.  If you specified the 

method of shipping in your listing be sure you use that method.  Shipping labels and Packing Slips can be printed 

directly from eBay if you included full shipping details in your listing. 

Packaging your Item properly ensures your buyer receives the item safely. 

You have a wide choice of shipping companies to use.  Prices and delivery times vary widely based on company 

and method of shipping.  SHIPGooDer is a website where you can compare shipping rates for you based on criteria 

you enter.  You can also visit any of the various shipping company’s websites to view rates. 

USPS, United States Postal Service 

Fedex 

DHL 

UPS 

Return to Table of Contents 

Site Preferences 
Site preferences are located in My eBay, Account, Site Preferences.  This 

location lets you manage how all of your Listings function.  From here you 

manage how you want to sell, communicate, ship, receive payment, and much 

more for every item you list. 

To view more details on using My eBay click Using My eBay. 

 

 

 

 

 

 

http://pages.ebay.com/help/pay/checkout.html
http://pages.ebay.com/help/pay/printing-labels.html
http://pages.ebay.com/help/pay/packing-tips.html
http://shipgooder.com/
http://www.usps.com/prices/welcome.htm
http://www.fedex.com/us/ratesfreight/
http://www.dhl-usa.com/ratecalculator/HandlerServlet?CLIENT=RATES_REQUEST_DISPLAY&nav=GetRates
https://wwwapps.ups.com/ctc/request?loc=en_US&WT.svl=PNRO_L1
http://pages.ebay.com/help/account/my-ebay.html
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Under Selling Preferences are the various 

categories you can revise.  To revise categories 

click the Show link at the right side.  Then click 

the Edit link to actually make changes. 

 

 

 

 

 

After a click on Edit you can make changes to 

preferences.  Then  the information to 

effect the changes.  Remember that any 

revisions made to Selling Preferences affect all 

listings. 

To view details on the various preferences 

available use the following links, 

Payment Preferences 

Invoice Preferences 

Buyer Requirements 

Shipping Discounts 

Automation Preferences 

Using Checkout 

Account Information 

 

Return to Table of Contents 

http://pages.ebay.com/help/pay/checkout-preferences.html
http://pages.ebay.com/help/sell/invoice-format.html
http://pages.ebay.com/help/sell/buyer-requirements.html
http://pages.ebay.com/help/pay/shipping-discounts.html
http://pages.ebay.com/help/sell/sm-pro-preferences.html
http://pages.ebay.com/help/pay/checkout.html
http://pages.ebay.com/help/account/questions/update-account.html

