


What is Square Reader?

Square Reader is a 
portable terminal. It can 

safely and securely 
accept tap and go 

cards, chip cards, Apple 
Pay and Google Pay so 

you can accept 
payments quickly and 

easily. 
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Fees 

There is a single flat fee per 
transaction of 1.6% for all 
sellers who signed up after 
May 2024

Note: this fee will be 
automatically deducted 
before Square deposit funds 
to your account.

After the initial purchase there are:
• No ongoing fees
• No long-term contracts
• No monthly recurring fees
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Where to Buy Square Reader

• Contactless + 
chip

• Magstripe
• Manual
• USB charger 

What’s inside 
$65

Contact National Office (view@thesmithfamily.com.au) 
before making the decision to purchase a Square Reader

mailto:view@thesmithfamily.com.au
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Square Reader Register
VIEW National Office is required to keep a register of Square 
Reader devices owned by all VIEW Clubs. This is an important 
legal requirement to ensure that The Smith Family is compliant 
with regulations.

VIEW Clubs are required to record 
the following information for their 
Square Reader:
• Model Number (found on the back 

of the device)
• Serial Number (found on the back 

of the device)
• Secure location (a lockable cash 

tin is recommended)
This information needs to be sent to 
National Office and will be checked 
annually as part of your audit.
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Authorised Users
Your Club should designate authorised users.

These will be the Club members 
who are trained on how to use the 
square reader including how to 
check it before use. (instructions in this 
guide).

Only those authorised users will:
• Have physical access to the 

Square Reader
• Have the password to the Club 

Square Reader Account
• Be allowed to take payments 

with the square reader
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Signing up on Square’s website

In the sign up form, enter your 
Club email address and create a 
password. 

Only authorised users of your 
club’s Square Reader will need to 
know the email address and 
password.

Register your purchased Square Reader device at 
https://squareup.com/au/en

Club must link the reader device to their Club account and 
Club email address. Do not use a personal email address.

https://squareup.com/au/en
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Setting Up your Square Account 

Club will be required to provide:

• Estimated annual revenue – enter your 

Club’s income for a year

• ABN – by providing The Smith Family ABN 

(28 000 030 179) the ACN, Business Type 

and Business Name will be automatically 

populated.  

• Trading Name (the business name that will show 

up on your receipt) - enter your Club name.

Set up the Square account for “Business”. 

Club must link the reader device to their Club account and 
Club email address. Do not use a personal email address.
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Safe Storage of Square Reader

When your Square Reader is not in 
use it should be securely stored 
ideally in a locked container.

Only authorised users should have 
access to the Square Reader.

We recommend a lockable cash 
tin that can be purchased out of 
Club funds for safe storage. You 
may already have a tin for the 
petty cash float or cash collection.
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Using the Square Reader
There is a one page step-by-step 
on how to use the Square Reader 
available on the VIEW Website 
resources page for easy 
reference.

Remember:
• Only authorised users should 

be taking payments with the 
square reader

• The square reader must be 
inspected before each use

https://www.thesmithfamily.com.au/view-clubs/resources/organisational-information.
https://www.thesmithfamily.com.au/view-clubs/resources/organisational-information.
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Inspecting Before Use
Before you connect to your square reader for use, you will have 
to visually inspect it to make sure that the reader has not been 
damaged or tampered with. 

Please confirm:
• The device was in the correct, 

secure location
• The serial number on the device

matches your club records
• No visible damage or unusual marks
• Card slot looks and feels normal
• Charging cable and chip reader

look and feel normal



Install Square App

1. Open App Store 
or Google Play

2. Go to “Search”
3. Type “Square 

Reader”
4. Install the 

Square Reader 
App

GET

GET



13

Connecting to Device
The reader connects wirelessly to your 
smartphone or tablet via Bluetooth. 
1. Ensure your device has Bluetooth turned on 

2. In the Square app navigate to 

≡More > Settings > Hardware > Square Readers

3. Tap “Connect a Reader”

4. Put your reader into pairing mode by holding 

down the power button until you see orange 

flashing lights

5. Tap “Pair” on the notification on your device

A video step by step guide on Youtube:
https://www.youtube.com/watch?v=_qQKfxaUQ
OM

https://www.youtube.com/watch?v=_qQKfxaUQOM
https://www.youtube.com/watch?v=_qQKfxaUQOM
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Removing GST
By default your square reader will automatically apply Goods 
and Services Tax (GST) to your sales

https://squareup.com/help/au/en/article/5061-create-and-
manage-your-tax-settings

In the Square App
1. Navigate 

to ≡More > Settings >
Checkout > Sales taxes.

2. Select “GST”
3. Tap “Actions” at the top of the 

screen
4. To delete the tax, tap Delete 

tax

On the Dashboard
1. Navigate to Settings > 

Account & Settings > 
Payment > Sales taxes

2. Select “GST”
3. Select the“Actions” drop 

down menu
4. To delete the tax, 

tap Delete tax

OR

https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
https://squareup.com/help/au/en/article/5061-create-and-manage-your-tax-settings
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Accepting Payments

Contactless cards
Customers simply hold their 
contactless cards near the 
reader to trigger payment.

Contactless devices
Accepts Apple Pay, Google Pay 
and other contactless 
smartphones and watches.

Chip cards
Insert chip cards into the 
payments machine, then leave 
them in place for the duration of 
the sale.

If the customer needs to enter their pin, they will be able to do 
this on the connected device.
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Sending Digital Receipts

With every successful payment, 
you can provide customers 
with a digital receipt via text 
message or email.
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Troubleshooting

If you are having trouble with your 
Square Reader the Square Support 
Page has a range of helpful articles 
for troubleshooting
https://squareup.com/help/au/en

If your square reader needs to be 
repaired or replaced please contact 
Square directly.

Do not use any third party or 
alternate service.

https://squareup.com/help/au/en
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Reports

You will receive an 
email to your 
registered email 
address with a detailed 
transaction summary 
each time you use the 
device. 
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Bank Statement Transaction

Deposit Square Au Pty Lt

Each transaction from Square will 
be shown on your Bank Statement.

Square will make one payment for 
each day of sales as a lump sum 
payment.



Recording in VIEW Cashbook

All Square Reader transactions for the month can be grouped and 
entered on one line in the VIEW Cashbook.

You do not need to write a receipt for these payments. Receipts are 
only required for payments by cash or cheque.
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Audit
If you are using the electronic 
cashbook, you should 
complete the details of your 
square reader on the “Club 
Details” page before sending 
your audit pack to National 
Office.

We will reconcile these 
details against the National 
Register to ensure we remain 
compliant.

If you are using a physical cashbook, you will need to separately 
send these details to National Office as part of your audit pack.
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Handover The user name and password to your 
square reader account should be 
passed on to the incoming committee. 
The incoming committee should 
change the password so that only 
Authorised Users have access to the 
Square Account.

You should include your square reader 
on your club asset register (last page 
of the handover guide) to ensure it is 
passed along to the new committee.



Order Free Marketing Kit

You can order a free marketing 
kit to let customers know that 
you are able to accept card and 
contactless payments.

The kit includes three stickers 
and one table tent.

https://squareup.com/shop/har
dware/us/en/products/contactl
ess-payment-marketing-kit
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Providing Support to Set Up and 

Use Square Reader

Evelyn Berg, Past National Vice President

Evelyn is the first VIEW member who successfully piloted Square 

Reader device at Christmas wrapping fundraising activity in 

December in 2019 in QLD.

Evelyn is our VIEW Square Reader Liaison and able to assist 

and support Clubs with setting up and using Square Reader 

device.

evelynm2016view@outlook.com

“…In December 2019 during Christmas wrapping 

our members found this device easy to use. It 

helped us raise more funds because many people 

preferred cashless transactions…”

mailto:evelynm2016view@outlook.com
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FAQ
Does our Club need to notify National Office before purchasing Square Reader 
for a Club use?
Yes. VIEW Clubs need to get permission before purchasing this device. Once 
permission is granted and the device has been purchased the Club needs to 
provide the model number, serial number and secure location to National Office 
for the National Register. This is an important legal requirement.

Who pays for the Square Reader?
A square reader can be purchased from Club funds. Many VIEW Clubs have had 
success applying for local grants to purchase square readers.

Who is responsible for maintaining this device?
Your club should designate a member (likely the Treasurer or Assistant Treasurer) 
who is responsible for safe storage of the device.

When using a device who needs to be connected to it?
Only one authorised user who is using the device on the day would need to 
connect the Square Reader to their smartphone or tablet and process all 
transactions. Some VIEW Clubs have been successful in obtaining grant funding 
for a dedicated mobile phone or tablet for their club to use for the square reader.
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FAQ
If I accidently put a wrong amount and transaction was approved, can I  
refund it?
Yes, you can process refunds directly from the Square App or your online 
Square Dashboard. When you issue a refund, your customer will be refunded 
their full purchase amount, and you will be refunded Square’s processing fee.
https://squareup.com/help/au/en/article/6116-process-refunds

Will I be able to print a receipt?
No. With every successful payment, you can provide customers with a digital 
receipt via text message or email. The customer would need to provide you 
their email or phone number if they paid by card. If the transaction was made 
via Apple Pay or Google Pay the receipt will automatically go to their phone. 

What if we lose our password?
The password to your square account should be passed on to all authorised 
users as part of the handover process (see the Handover Guide). If your club 
loses track of the password, you can reset the password using your registered 
email. This is part of why it is important to use your VIEW Club email address to 
set up your square account and not a members personal email address. 
If you are no longer able to access the email, you can contact Square support.
https://squareup.com/help/au/en/article/4984-reset-account-password
 

https://squareup.com/help/au/en/article/6116-process-refunds
https://squareup.com/help/au/en/article/6116-process-refunds
https://squareup.com/help/au/en/article/6116-process-refunds
https://squareup.com/help/au/en/article/6116-process-refunds
https://squareup.com/help/au/en/article/6116-process-refunds
https://www.thesmithfamily.com.au/view-clubs/resources/organisational-information.
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
https://squareup.com/help/au/en/article/4984-reset-account-password
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Useful Resources 
Square Support
Helpful articles, FAQ, written guides and 24/7 help chat
https://squareup.com/help/au/en

 Let’s Get Your Square Reader Up and Running
https://www.youtube.com/watch?v=romv78kxuNE

How to Link and Edit Your Bank Account
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-
GsnYaN-hIu17qIqbI52c37&index=15

Creating Items for Square Point of Sale
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-
hIu17qIqbI52c37&index=19

Troubleshoot Your Square Reader
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-
GsnYaN-hIu17qIqbI52c37&index=34

https://squareup.com/help/au/en/article/4984-reset-account-password
https://www.youtube.com/watch?v=romv78kxuNE
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=15
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=15
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=15
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=15
https://www.youtube.com/watch?v=Az0GhDSkmp4&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=15
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=19
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=19
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=19
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=19
https://www.youtube.com/watch?v=06kpb3jIDNE&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=19
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=34
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=34
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=34
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=34
https://www.youtube.com/watch?v=vSJOYARopw0&list=PLmy9ji60WC-GsnYaN-hIu17qIqbI52c37&index=34
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