
 

 
Digibilly™ Cloud Pay 

 
 
 
 
 
 

Digibilly™ Cloud Pay 1.00.C 
 

User Guide 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGAL NOTICES 
 
The information in this document is copyrighted © 2014 by Digibilly™ and is protected under US                               
and International Law. It may not be reprinted, copied, redistributed, retransmitted, photocopied,                       
displayed, or stored electronically or by any means whatsoever without the express written                         
permission of the author.  
 
PayPal® is a registered trademark of PayPal, Inc. 
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INTRODUCTION 
 

This guide assumes that you have already Installed and Configured Digibilly™ Cloud Pay                         
and are able to login as the Administrator. The User Guide describes how to use and                               
manage Digibilly™ Cloud Pay on a day­to­day basis as you sell Products and Fulfill                           
Orders.  
 

If you have not yet Activated Digibilly™ Cloud Pay, you may still access the features                               
and functionality discussed in this guide, but will be doing so in "Sandbox" Mode.  
 
To switch to "Live" Mode to accept payments, you will need to Activate the script by                               
following the instructions in the Configuration Guide: 
 

Digibilly™ Cloud Pay Configuration Guide 
 
If you have not yet done so, you will also need a PayPal™ Application ID to switch to                                   
"Live" Mode, which you can obtain by reviewing and following these instructions: 
 

Obtaining A PayPal™ Application ID 
 

Throughout this guide, you will see screenshots containing a variety of information.                         
Those are test cases running Digibilly™ Cloud Pay in "Sandbox" Mode and are not "Real"                             
data. The Names and Email Address used are fake and do not work in a live                               
environment.  
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CLOUD PAY HOME 
 

Each time you log into Digibilly™ Cloud Pay you'll start on the Homepage as shown                             
below (only Administrators have  access to view this page): 
 

 
 
You manage the various elements of Digibilly™ Cloud Pay through the menu items                         
shown above. Menu items with a downward facing arrow will display a submenu when                           
you hover your mouse over them.  
 
The blue buttons represent the features of Digibilly™ Cloud Pay that may be configured                           
by following the instructions in the Configuration Guide: 
 

Digibilly™ Cloud Pay Configuration Guide 
 
On the following pages each menu item and it's functionality is explained in detail.  
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ADD NEW AFFILIATE 
 

The Add/Edit Affiliates page is used to manually Add new Affiliates or Edit existing ones in                               
Digibilly™ Cloud Pay. To Add a new Affiliate, fill in the form shown below as completely                               
as possible and click the blue, Save Affiliate Data button, which will add the Affiliate to the                                 
database.  
 

 
 

If the Affiliate record was selected for Editing from the Manage Affiliates page, the form                             
will be populated with the selected Affiliate's data.  
 
Make any appropriate changes and click the blue, Save Affiliate Data button, which will                           
update the Affiliate record in the database.  
 
Whether Adding or Editing an Affiliate record, it's important to understand how the Status                           
field works, which ultimately determines what the Affiliate can/cannot do in Cloud Pay: 
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● Pending ­ When someone signs up to become an Affiliate through the Register                         
As An Affiliate page, his or her Status is automatically set to Pending, which                           
means he or she cannot yet promote any Products (earn commissions) or log                         
into Digibilly™ Cloud Pay.  

 
You are automatically notified via email from Cloud Pay when a new Affiliate                           

Registration is received. 
 

● Approved ­ To allow an Affiliate to promote Products and earn commissions                       
through Digibilly™ Cloud Pay, you change this field to Approved and Save the                         
Affiliate record. The Affiliate, in turn, receives an email indicating he or she was                           
Approved, which also includes his or her Digibilly™ Cloud Pay Login Credentials. 

 
● Suspended ­ From time to time, you may find it necessary to temporarily                         

Suspend an Affiliate, which is accomplished by changing the Status field to                       
Suspended and Saving the Affiliate record. While Suspended, the Affiliate is not                       
able to earn commissions, nor log into Digibilly™ Cloud Pay until you change the                           
Status back to Approved. 

 
● Rejected ­ If you decide that a given Affiliate is unsuitable to promote your                           

product, the Status field may be changed to Rejected and then Saved, which                         
archives the Affiliate's Registration data and removes it from the List of Affiliates.  

 
Once Rejected, the Affiliate may not reapply using the same PayPal™ email                       
address. 

 
It's important to emphasize the need to Approve Affiliates carefully. A common ploy                           

among rogue Affiliates in Instant Commission systems is to sign up, get approved, drive                           
a bunch of sales with stolen credit cards, immediately withdraw Commissions and then                         
disappear, leaving you holding the bag so to speak. 
 
That said, only Approve Affiliates you know and trust and be especially carefully of those                             
you don't know who are promising a large sales volume. Don't be afraid to email your                               
Affiliates and ask for references from other Merchants to verify their authenticity. 
 
Always remember that your goal is not to simply get a lot of Affiliates, but rather very                                 
productive, honest ones who will benefit your online business activities. 
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MANAGE AFFILIATES 
 

The Manage Affiliates page in Digibilly™ Cloud Pay is a table listing all of your Affiliates                               
with an Action column to Manage them individually. 
 

 
 
You can sort the table by clicking on any of the column headers (except the Action                               
column) ­ clicking will alternately sort the columns in Ascending or Descending order.  
 
The Affiliate Status column displays the Status of each Affiliate as A (Approved), P                           
(Pending) and S (Suspended). Affiliates who have a Status of P or S cannot log into                               
Digibilly™ Cloud Pay, nor can they earn Commissions.  
 
To work with an existing Affiliate, locate him or her in the table and then use the links in                                     
the Action column (described on the following pages) to review and act on that account.  
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CAMPAIGNS 
 

As shown below, the Campaigns menu item allows you to set up Coupon Codes and                             
Dime Sales (discussed on the following pages). 
 

 
 

Your Affiliates always receive a Commission based on the Price the Customer has                           
paid. So if you're running a Dime Sale Campaign on a Product with a 50% Commission,                               
the Affiliate earn 50% of the current Dime Sale Price rather than the Product's regular                             
Price.  
 
The same is true for Coupon Codes ­ the Affiliate earns a Commission based on the                               
actual Price paid by the Customer. 

 
Campaigns (Coupons and Dime Sales) apply only to individual Products, not Product                         

Subscriptions. . 
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ADD/EDIT COUPONS 
 

The Add/Edit Coupons page is used to create Coupon Codes to give your Customers                           
Discounts whenever you want to. You may create multiple Coupon Codes with different                         
values for the same Product. 
 

 
 
Start by selecting a Product from the drop­down list. Then enter the Coupon Code you                             
want to use (Coupon Codes are case­sensitive). If you enter an Expiration Date (in the                             
format yyyy­mm­dd) the Coupon will automatically Expire on the Date entered.  
 
You have a choice of giving a Discount in a Percentage (Discount %) or a Fixed Amount                                 
(Discount $). Enter numbers without symbols ($, %, etc.) into only one of these fields                             
(not both).  
 
Clicking the blue, Save Coupon button will add your Coupon Code to the database.  
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VIEW/MANAGE COUPONS 
 
When you select a Product from the drop­down list and click the blue, View/Manage                           
Coupons button, the table shown below is loaded, displaying all of the Coupon Codes for                             
the selected Product.  
 

 
 
You can sort the table by clicking on any of the column headers, which will alternately                               
sort the columns in Ascending or Descending order.  
 
To work with an existing Coupon Code, locate it in the table and then use the links in the                                     
Action column (described on the following pages) to review and act on it. 
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To add the Form Code to your sales page, click anywhere in the "Basic Coupon                             
Code Form" textbox ­ all of the HTML Code will be highlighted and you may now                               
copy it. You'll paste this HTML Code into your sales page for the Product you                             
originally selected.  
 
Once you've done that, your Customers now have the option of entering a                         
Coupon Code if they have one. After doing so and clicking the Buy Now Button,                             
the Customer is taken to PayPal where the discounted price is displayed.  
 

 Be careful to avoid mixing up Button Codes between Products!  
 
If you have multiple Coupon Codes for a given Product, you can use the Basic                             
Coupon Code Form from any of those Coupons on your sales page for that                           
Product.  
 
However, if you use the Basic Coupon Code Form for Product A on Product B's                             
sales page, your Customers will end up buying the wrong product! 
 

If the Customer entered an Expired Coupon Code or one that doesn't                         
exist/isn't valid, PayPal will display the full Product Price.  
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ADD/EDIT DIME SALES 
 

The Add/Edit Dime Sales page allows you to create a Dime Sale for a given Product. You                                 
can only have one active Dime Sale per Product at any given time.  
 

 
 
Start by choosing a Product from the drop­down list ­ if you've already set up a Dime                                 
Sale for this Product, the form will load the parameters of that Dime Sale for editing. 
 
Now, enter the Base Price (the Starting Price) and the Max Price (the Ending Price) in the                                 
fields provided.  
 
Next, enter the Increment By amount (how much to increase the Price) and the Every ?                               
Sales (how often in number of Sales should the price Increment) in the fields provided.  
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After that, enter the Starting Date in the format yyyy­mm­dd. Then select the Dime Sale                             
Status from the drop­down list.  
 
When you set it to Currently Active, it will automatically start on the Date entered.                             
Conversely, when set to Not Running, the Dime Sale will be stopped.  
 
Click the blue, Save Dime Sale button to save the parameters to the database and Start                               
or Stop the Campaign.  
 

When you have a Dime Sale running on a given Product, the Buy Now Button                               
automatically displays the current price.  
 
For example, say the Base Price is 4.95 and the Max Price is $19.95 ­ let's also say the                                     
Increment By field is set to .50 and the Every ? Sales field is set to 3.  
 
In that scenario, your first 3 Customers will see the Price of $4.95 displayed on the Buy                                 
Now Button. Your 4th, 5th and 6th Customers will see a Price of $5.45 and the 7th, 8th                                   
and 9th Customers will see $5.95 and so on and so forth.  
 
When the Dime Sale Price reaches the Max Price, it automatically stops incrementing.                         
Additionally, the underlying logic accounts for subsequent Refunds ­ say your 6th                       
Customer obtained a refund from you. Your 7th Customer would then see a Price of                             
$5.45 rather than $5.95.  
 

It's not advisable to run a Dime Sale with Coupon Code Buy Now Form Code                               
installed on your sales page. Depending on the Discounts on the Coupon Code (for                           
example, offering $5.00 off) a Dime Sale starting at $4.95 would prevent PayPal™ from                           
processing the transaction. Instead, you should use the regular Buy Now Button Code on                           
your sales page. 
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PRODUCTS 
 
As shown below, the Products menu item allows you to Add and Manage your Products                             
and Subscriptions (discussed on the following pages). 
 

 

 
 

Due to the relational nature of Digibilly™ Cloud Pay you cannot (and should not)                             
Delete Products or Subscriptions from the database.  
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ADD/EDIT PRODUCTS 
 

The Add/Edit Products page is used to Add new Products or Edit existing ones in                             
Digibilly™ Cloud Pay. To Add a new Product, fill in the form shown below as completely                               
as possible and click the blue, Save Product Data button, which will add the Product to                               
the database.  
 

 
Start by entering the Product Name (use a short form if it's a long name) and the regular                                   
Price and Share % (Commission) in the fields provided.  
 
It's especially important to ensure you've entered the correct URL's and tested them (use                           
the Test Icons to the right of each field) ­ otherwise your Customers will not be returned                                 
to the correct pages.  
 

If this Product will be used for a Subscription, set the Price and Share %                             
(Commission) to zero (whatever you enter here will be ignored anyways).  
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MANAGE PRODUCTS 
 
The Manage Products page in Digibilly™ Cloud Pay is a table listing all of your Products                               
with an Action column to Manage them individually. 
 

 
 
You can sort the table by clicking on any of the column headers (except the Action                               
column) ­ clicking will alternately sort the columns in Ascending or Descending order.  

 
To work with an existing Product, locate it in the table and then use the links in the Action                                     
column (described on the following pages) to Manage it.  
 

Beginning with V 1.00.C, the word "SUBSCRIPTION" appears next to the name of                           
any Product set up for Recurring Payments.  
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The Buy Now Button will always display the full Price of the Product or, the Dime                               
Sale Price, if one is Active. 
 

If this Product is being used for a Subscription, the Subscription Button will be                             
displayed, rather than the Buy Now Button and displays the Price of the Recurring                           
Payment. 
 
To add the Buy Now Button Code to your sales page, click anywhere in either the                               
"Basic Link With Anchor Text" textbox or the "Basic Link With Image" textbox ­ all                             
of the HTML Code will be highlighted and you may now copy it.  
 

 Be careful to avoid mixing up Button Codes between Products!  
 
You'll paste this HTML Code into your sales page for the Product you originally                           
selected. You may style the HTML Code as needed, but do NOT change the URL                             
listed in the href attribute or, in the case of the Image Code, do NOT change the                                 
URL in the src attribute either. 
 
If you want to change the Image in the Buy Now Button, you must replace the                               
BuyNow.png file in the images folder with one of the same name. It's important                           
that you leave enough white space at the top of the image so that the Price may                                 
be displayed properly.  
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ADD/EDIT SUBSCRIPTIONS 
 

The Add/Edit Subscription page is used to Add new Subscriptions or Edit existing ones in                             
Digibilly™ Cloud Pay. To Add a new Subscription, fill in the form shown below as                             
completely as possible and click the blue, Save Subscription Data button, which will add                           
the Subscription to the database.  
 

 
 
Start by choosing the Product to build the Subscription around from the drop­down list (if                             
you haven't yet done so, first Add a Product to the database).  
 
Next, you will need to decide if you are going to offer a Trial Period for this Subscription. If                                     
you are, tick the checkbox on the right side of the "Include A Trial Period For This                                 
Subscription" and additional fields will then be displayed.  
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A Trial Period can be free or at the same/higher/lower cost than the regular Subscription                             
rate and can have a different Affiliate Share % (Commission) than the regular                         
Subscription rate. 
 
For free Trial Periods, enter zero in both the Trial Price and Trial Share fields (Affiliates                               
won't get a commission). Conversely, if it's a paid Trial Period, enter the Trial Price and                               
Trial Share you've decided on. 
 
Next, select the Trial Period from the drop­down list, which may be in Days, Weeks,                             
Months or Years. After that, you'll choose the Trial Length from the drop­down list and the                               
Trial Period will be configured. 
 
To understand this better, let's say that you want to offer a one week Trial Period, for free.                                   
To do this, enter zero in both the Trial Price and Trial Share fields, select Weeks from the                                   
Trial Period drop­down list and one (1) from the Trial Length drop­down list.  
 
Another example might be that you offer a paid Trial Period for 9.95 for 10 days and want                                   
the Affiliate to receive a 100% Commission (Share). To do this, enter 9.95 in the Trial                               
Price field and and 100 in the Trial Share field. Then select Days from the Trial Period                                 
drop­down list and Ten (10) from the Trial Length drop­down list.  
 
Using the first example, when the customer arrives at PayPal, they will see something                           
like, "Free for 1 Week and then $19.95 per Month" (or whatever the normal Subscription                             
Price/Cycle is). In the second example, they would see, "$9.95 for 10 Days and then $97                               
per Month"  (or whatever the normal Subscription Price/Cycle is).  
 
Whether or not you use a Trial Period is completely Optional and at your own discretion.  
 
Now you'll repeat the process for the regular Subscription Price/Cycle, by entering the                         
Price and Share (Commission). Then choose the Period from the drop­down list (Days,                         
Weeks, Months, Years) and the Cycle of the Period from that drop­down list.  
 
For example, entering 19.95 in the Price field and 50 in the Share % (Commission field.                               
Then select Months from the Period drop­down list and One (1) from the Cycle                           
drop­down list. Doing so will create a Subscription for $19.95 per Month and the Affiliate                             
will automatically receive 50% of that every month.  
 
If this Subscription is for a fixed number of payments, you can choose the duration from                               
the drop­down list titled, "Stop Billing After How Many Payment Cycles?" If you do not                             
want the Subscription to end, select "Never" from the drop­down list. 
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This feature is convenient for selling higher­priced Products in monthly installments. For                       
example, say you have a Product you're selling for $297. You can create a limited                             
Subscription for three months to charge the customer $99 per month or in six                           
installments for $49.50 per month.  
 
 
The last thing you need to do is to decide whether or not you need the Subscription IPN                                   
Data Forwarded to another location. Doing so will allow you to automate any third­party                           
membership scripts you may be using.  
 

Subscription IPN Forwarding is handled differently than the general IPN Forwarding                       
Configured on the Home Page of Cloud Pay. For Subscriptions, the IPN Data is only                             
Forwarded if you enter a URL to your IPN "Listener" script on this form. It is NOT                                 
submitted to the general IPN Forwarding Configured on the Home Page.  
 
With Subscription's PayPal™ sends three types of IPN Data: 
 

1. Subscriber Signup ­ This is a once off Data packet that contains all of the                             
information you will need to add the customer to your membership.  

 
2. Subscriber Payment ­ This Data packet is sent after each Payment based on                         

the Period/Cycle you set up. For example, with a Monthly subscription, you will                         
receive this IPN Data once per Month. 

 
3. Subscriber Cancellation ­ This is also a once off Data packet indicating that the                           

Subscription has been Cancelled. You can use this data to terminate the                       
membership as appropriate.  

 
All of the IPN Data Forwarded to your IPN "Listener" script is exactly the same as it is for                                     
any regular PayPal™ Subscription. 
 
 
 
 

.   
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MANAGE SUBSCRIPTIONS 
 
The Manage Subscription page in Digibilly™ Cloud Pay is a table listing all of your                             
Subscriptions with an Action column to Manage them individually. 
 

 
 
You can sort the table by clicking on any of the column headers (except the Action                               
column) ­ clicking will alternately sort the columns in Ascending or Descending order.  

 
To work with an existing Subscription, locate it in the table and then use the links in the                                   
Action column (described on the following pages) to Manage it.  
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To add the Subscribe Button Code to your sales page, click anywhere in either                           
the "Basic Link With Anchor Text" textbox or the "Basic Link With Image" textbox ­                             
all of the HTML Code will be highlighted and you may now copy it.  
 

 Be careful to avoid mixing up Button Codes between Products!  
 
You'll paste this HTML Code into your sales page for the Subscription you                         
originally selected. You may style the HTML Code as needed, but do NOT change                           
the URL listed in the href attribute or, in the case of the Image Code, do NOT                                 
change the URL in the src attribute either. 
 

If you want to change the Image in the Subscribe Button, you must replace the                               
Subscribe.png file in the images folder with one of the same name. It's important                           
that you leave enough white space at the top of the image so that the Price may                                 
be displayed properly.  

 

SUBSCRIPTION NOTES 
 

In Digibilly™ Cloud Pay, Subscriptions are an extension of the Products features and                         
functionality. This means that, before Adding a Subscription, you must first Add a Product                           
to the database to build the Subscription around.  
 
Unlike Product Payments, Affiliate Commissions are paid automatically, but in separate,                     
"Un­Chained" Transactions. This means that, while you can Refund Payments to your                       
customers, the Affiliate Share is not Refunded back to you automatically.  
 
Subscriptions can be Cancelled by the customer, seller (you) or PayPal™. In the case of                             
PayPal™ , they will automatically Cancel any Subscription that fails three successive                       
Payment attempts in any one Cycle.  
 
For example, if the customer does not have enough Funding in his or her account when                               
PayPal™ attempts to make the Subscription Payment, they will re­attempt two more                       
times. Upon the third attempt failing, they will automatically Cancel the Subscription. 
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SALES HISTORY 
 

The Sales History page is used to review and manage individual Transactions as shown 
below (for Product Sales, NOT Subscriptions):  

 

 
 

You can sort the table by clicking on any of the column headers (except the Action                               
column) ­ clicking will alternately sort the columns in Ascending or Descending order.  

 
To work with an existing Transaction, locate it in the table and then use the links in the                                   
Action column (described on the following pages) to Manage it.  
 

When you hover your mouse cursor over the ID of anything in the PRD column, the                                 
Product Name will be displayed. 
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Payment button in Digibilly™ Cloud Pay, it's sets in motion a sophisticated                       
process to Refund payments between the Sender (Customer) and the Receivers.  

Since payments from the Customer to the Primary Receiver (Yourself) and from                       
you to Affiliates and JV Partners are processed in separate PayPal™                     
Transactions, they are all bound together through a common 'Pay Key'.  

When it receives a Refund order from Digibilly™ Cloud Pay with a valid Pay Key,                             
PayPal™ begins working through each Transaction associated with it in reverse,                     
Refunding any Affiliate and/or JV Partner payments to the Primary Receiver and                       
then finally Refunding the Customer's full payment.  

To understand this better, look at how the process begins: 

● A Customer purchases something from you (The Primary Receiver). 
● Upon completion of the Transaction, PayPal™ automatically executes a                 

separate Payment Transaction to your Affiliate (The Secondary Receiver)                 
for his or her Share (Commission) of the sale. 

● Next, PayPal™ automatically executes another separate Payment             
Transaction to your JV Partner (Another Secondary Receiver) for his or                     
her Share (Commission) of the sale. 

In your own PayPal™ Account, you'll find up to four Transactions related to each                           
sale. The original Transaction (The Customers Payment to you), one Transaction                     
to your Affiliate (If there was one) and up to two Transactions to your JV Partners                               
(If you have any).  

In traditional systems, if the Customer requested a Refund, you as the Merchant                         
would often be stuck refunding the entire amount, taking a loss on the Affiliate and                             
JV Partner Shares you paid out (Unless they're willing to Refund their Shares                         
back to you).  

Digibilly™ Cloud Pay and PayPal™ resolve this to everyone's benefit through the                       
use of 'Refund Permissions' Affiliates and JV Partners grant you on their own                         
PayPal™ Accounts. Affiliates must grant Refund Permissions when they first log                     
into Digibilly™ Cloud Pay or they will not be able to earn Commissions. JV                           
Partners must do so manually before their Share is paid to them.  

Unlike Product Payments, Affiliate Commissions for Subscriptions are paid                   
automatically, but in separate, "Un­Chained" Transactions. This means that, while                   
you can Refund Subscription Payments to your customers, the Affiliate Share is                       
not Refunded back to you automatically.  
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SUBSCRIPTION HISTORY 
 

The Subscription History page is used to review and manage individual Subscriptions as 
shown below (for Subscriptions, NOT Product Sales):  

 

 
 

You can sort the table by clicking on any of the column headers (except the Action                               
column) ­ clicking will alternately sort the columns in Ascending or Descending order.  

 
To work with an existing Subscriptions, locate it in the table and then use the links in the                                   
Action column (described on the following pages) to Manage it.  
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WHAT TO DO NEXT 
 

With Digibilly™ Cloud Pay Configured (and presumably Activated), you're now ready to                       
make a few test purchases before going live.  
 
Please contact us via email at support@digibilly.com if you have any questions,                       
suggestions for improvements or wish to arrange for installation or maintenance.  

 
All The Best, 
 
The Digibilly Development Team 
 
August 20, 2014 
June 24, 2014 
March 15, 2014 
November 1, 2013 
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