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What is Square Reader?

[=) Square

Square Reader for
Contactless and Chip Cards
can accept tap and go cards,
chip cards, Apple Pay and
Google Pay so you can
accept payments from your
customers quickly and easily.
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Connecting to Device

Connect wirelessly. Sell instantly.
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The reader connects wirelessly
to your smartphone or tablet via
Bluetooth.

As this device requires data
usage we recommend
connection to WiFi where
possible.
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Accepting Payments

AMERICAN EXPRESS

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.
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Sending Digital Recelpts

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

You will be able to customise your
digital receipt in your Square
Dashboard.
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Fees Involved

After the initial purchase —

No ongoing fee for a device,
No long-term contracts,

No monthly recurring fees.

There is a single flat fee of 1.9% per
transaction.
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Note: this fee will be automatically
- — deducted before Square deposit
funds to your account.
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Signing up on Square’'s website

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

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

As Square reader can be linked to more
than one device we recommend to save
password for future users.

Users of Square Reader will need to know
the email address and password.
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https://squareup.com/au/en

Setting Up your Square Account

Set up the Square account for “Business”.
Follow all steps in order.

- Club will be required to provide:
« Estimated annual revenue — enter your

Club’s income for a year

« ABN number — by providing The Smith
Family ABN number 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.

Club must link the reader device to their Club account and
Club email address. XE e
EOV'LeW



Using the Square Reader Device

1

2

Steps to use a Square Reader

Turn on the Square Reader device (little button next to charging port)

Open the Square App on your smartphone or tablet by tapping on it

Make sure the phone and reader connect to each other (orange strip at top of
screen - it will tell you that it is connected). Pair the device with your
smartphone or tablet device if required

Make sure you untick the GST component in the Settings before you start to
use the Square Reader

Put in the amount you are charging and press charge at top of screen
(blue). Wait for green light to come on the Square

Get customer to tap (on the top) the white square (device) or insert (on the side)
If using insert option, customer will be asked to select Chqg/Savings/Credit
and enter their pin number and then press the green tick on the phone).

Wait until payment is approved.

Ask customer if they need a receipt.
« If yes, press either phone number: on screen (top) or email and enter the
address (ask customer)
+ If no, press the no thanks at bottom of screen

Press new sale (ready for next transaction)

(=) Square

Step by Step guide will be provided to
each Club.

Things to remember before using the

device:

« Square App should be downloaded on
your smartphone or tablet device.

 The Square Reader should be paired with
your device.




Sqguare Dashboard

Sign in to your Square Dashboard from any computer to access
important data from anywhere.

Welcome back. Here's your business at a glance.

@ Transfer $18,315.70 now

You have an upcoming transfer of $18,315.70.

(@ Take a payment

@ Send an invoice
uuuuuu

Transactions

@ Create an estimate
299 o $24,273.65 519
(a) o
TS — Last 30
Payment types
ererer Total customer: %3
"""" ® Cad $12.13685 New customers F
Employees urming customer
Cash $6,068.40 Returming customers w02
uuuuuuuuu
Average vruts per customer 3
....... Other $6,068.40
Average spant per vt 5195
Invoices
Virtual Terminal Posdive teedbac
Online Top items by sales egative feedback
s loaded
Tableware Sef 56 960.00
‘Square for Restaurants
it cards total 10000
Sol eOverview  Drinking Glass ses 7 665.00
- 00
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Real-time reports give

you a live view of your
transactions.
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Getting Reports

Get real-time, customised sales reports anytime in your Square Dashboard.
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> x aifeply : & Reply . 3 g £ Q ﬂ ‘

o Delete «RepiyAl " | 3m auoiT Move Tags Edting Zoom Sendto lnsights
SForward - - - - OneNote
Delete Respond Quick Steps : Zoom  OneNote ~

I I Fwd: [View Clubs of Australia Zone QCO01] Your Daily Sales Summary Report for December 24

Olga Shkuropatova

@ i there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message. i

R
View Clubs of Australia Zone QCO01, your

sales from Tuesday

Get real-time, customised sales reports anytime In your Square
Dashboard, or from the free Square Dashboard app for iPhone.

Tuesday Dec 24, 12:00 AM - Tuesday Dec 24, 11:59 PM AEST

Sat your business hours 1o recenve thes e an your schadule

PRODUCT SALES RETURNS
$204.00 $0.00
DISCOUNTS & COMPS NET SALES
$0.00 $204.00
TAX s GST GROSS SALES
$0.00 $204.00

You will receive an email
to your registered email

address with transaction
summary each time you
use the device.




Getting Notifications
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§ Fwd: Square has sent you $200.02
lurcpstons

Square has sent you $200.02

Thanks.

See payments in your bank account as soon as the next working day.

° You will be notified by
email when funds are
transferred to your
nominated Club account.
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Bank Statement Transaction

Electronic Statement

Statement Perod
“’ 29 November 2019 - 31 December 2019
2k One VIEWS CLUBS OF AUSTRALIA ZONE

- Each transaction from Square will be
= 7 shown on your Bank Statement.

P—— -
T ‘sz
sasion |

Total Debits

o s s

Please check
DATE "TRANSACTION DESCRIPTION DEBIT CREDIT BALANCE
2011119 STATEMENT OPENING BALANCE 905.22
03/12/19  Deposit 000212 223.00 112822
04/12/19  Deposit 031219 146.80 1,275.02
05112119 Deposit 041219 230.10 1.505.12
0612118 Deposit 051219 19845 1,703.57
091219 Deposit Square Au Pty Lt Sdv-Vry 0.01 1,703.5¢
081219 Deposit Square Au Pty Lt 196 170554
0811219 Deposit Square Au Pty Lt g2 s 2ecac .
SR ] — Deposit Square Au Pty Lt

oY 57 4120 1,767.33
091219 Deposit Square Au Pty Lt 5984 1821147
09112119 Deposit Square Au Pty Lt 60.75 1,887.92
0812119 Deposit Square Au Pty Lt 7255 1.960.47
001219 Deposit 061219 160.50 212097
091219  Deposit 071219 240.10 231007
0912119 Deposit 081219 21538 258542
08/1218  Payment By Authority To Square Au Pty Lt

Sdv-wity o0 258541
10/12119  Deposit Square Au Py Lt 5982 264523
1012119 Deposit 091219 17485 2,820.08
111219 Deposit Square Au Pty Lt 30.38 285046
111219 Deposit 101219 185.30 3,035.76
12/12/19  Deposit Square Au Pty Lt 13340 3,169.16
1211219 Deposit 111219 302.55 341

No.19 Pageiof3
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Reconciliation and Recording In
VIEW Cashbook

—_— T transactions
T == ) = - against your Bank
Statement

£

Record all
transactions in
VIEW Cashbook

£

e i o o SN,
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Where to Buy Square Reader
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& Apple Store JB HI-FI

What’s inside

Contactless + chip
Magstripe

Manual

USB charger

iz S ceebroling B0 years
of strangt 18 suppart



Sguare Reader Serial Number
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Each device has a Serial
Number located at the bottom
of the reverse side.

Club would need to provide a

serial number of their device to
National Office.
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Providing Support to Set Up and
Use Sguare Reader

Evelyn Berg, National Councillor Area QC

Evelyn is the first VIEW member who successfully piloted Square
Reader device at Christmas wrapping fundraising activity in
December in 2019 in QLD.

Evelyn will be VIEW Square Reader Liaison and able to assist
and support Clubs with setting up and using Square Reader
device.

c ncgcOlview@gmail.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...”
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mailto:ncqc01view@gmail.com

FAQ...

Does Club need to notify National Office before purchasing Square Reader for a Club

use?
Yes, Club needs to get permission before purchasing this device. Once permission is granted and device
purchased Club needs to send the serial number of the device to National Office.

Who pays for the purchase of the Square Reader?
Club pays for this device from the Club funds.

Can Club buy more than one device?
No, only one Square Reader can be purchased.

Who can be responsible for maintaining this device?
Treasurer/Assistant Treasurer (preferably) or other designated member who has the ability to use
this device and link it to their smartphone or tablet. For multiple users each user would need to

know the password and install Square App.

Who can set up the account?
Only one of the designated members needs to set up the account with Square.

When using a device who needs to be connected to it?
Only one designated member who is using the device on the day would need to connect the Square Reader

to their smartphone or tablet and process all transactions.
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FAQ

If | accidently put a wrong amount and transaction was approved will | be able to

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.

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.

How often do | need to charge this device?

The battery can last up to one week if you use it daily. However we recommend to check the battery level
(green indicators) each time before you plan to use it. The green lights on the Square Reader will give
you and indication as to how full the battery is (4 lights fully charged - 1 light very low battery).

Who pays 1.9% fee for each transaction?

This fee falls onto the individual member, not the Club, so members are required to pay this 1.9%
transaction fee if using this payment facility. When a member pays their meals or annual subscriptions
etc. by tap and go cards, chip cards, Apple Pay or Google Pay, 1.9% needs to be added to the
charged amount. The 1.9% transaction fee is deducted by Square from any payment made prior to being
transferred to Club account. Therefore it is the members responsibility to pay when using this option and
not the Clubs.
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Useful Resources

Set Up the Square Contactless + Chip Card Reader

https://squareup.com/help/au/en/article/5639-set-up-the-square-reader-
for-contactless-and-chip

Square Get Started Guide
https://squareup.com/help/au/en/article/5123-square-get-started-quide

Getting Started with the Square Contactless and Chip Reader
https://www.youtube.com/watch?v=729 7hclve0
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https://www.youtube.com/watch?v=729_7hcIve0
https://squareup.com/help/au/en/article/5639-set-up-the-square-reader-for-contactless-and-chip
https://squareup.com/help/au/en/article/5123-square-get-started-guide
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