Tutorial for Square Point of Sale

IMPORTANT: If the customer is paying by cash, you must still run it
through SQUARE so that Sales Tax is calculated, and a record is
made of the transaction.
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1. Start Square
To wake up the Ipad, press
the Power on Button on the
right-hand side:
Press it again (it will ask you
to press the Home button,
they are the same thing!)

Bring up square by clicking on the menu item, bottom right

2. Login

If you see this log in screen –
Click on ‘Sign in’ and enter
Email: guest@blacksburgart.org
Password: BRAA2021#
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3. Checkout
You should see this screen
when you log in.
If you do not:
If you see the Item List View
button

click that.

IF you still do not, click on the navigation
Menu button (Bottom left),

and select Checkout from the list.
Click Item List View button.

If you see a different list, go to 7.2
below
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This is the screen you need to be on to ring up a
sale. For each item that the customer is purchasing,
type in the SKU found on the art tag:

Type this SKU into
the search box at the
top:

The item will appear when you finish
typing, or you can pick from the list as
the search term is being entered.
Note that Virginia Sales tax is applied
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You can also find the item in the list of that
artist:
Click on their ‘category’ to see the list of items
belonging to that artist.
Select the item from the list.

4. Credit Card Purchase
When you have finished selecting all the items, click
on the blue Charge button on the bottom right
This will take you to this screen.
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Swipe the card on the stand. It
doesn’t matter which way round
you have the credit card, but the
magnetic strip must be on the
bottom
.

Offer the customer the choice of
receipt

5. Cash Purchase

If they are paying by cash, indicate the amount they are giving you, and it will calculate
the change needed.
At end of day: If any cash has been taken, put it in an envelope (in cash box), with
details of the sale(s), and put the envelope in the BRAA Drop Box outside the front door
of the Art Space.
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6. Cancel Sale
If you need to cancel a sale, click on the arrow next to Add Customer, and select Clear
Items

7. What to do if…
7.1 You See a Log In Screen
If you see this log in screen –
Click on ‘Sign in’ and enter
Email: guest@blacksburgart.org
Password: BRAA2021#
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7.2 You See a Different Checkout List
Do you see this list (below)? Or something that does not have any BRAA items on it?

This means you are not logged in to the BRAA
account.
You need to log off, then log back in to the correct
account.
To Log off:
Click on the Menu button and select Settings:
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Now scroll down to the bottom, and
you will see Sign Out
Click on ‘Sign Out’, then
Click ‘Confirm Sign Out’

7.3 Check Out an Item Not in the Inventory (no SKU)
Sometimes an item may not be in the inventory. In that case follow these directions:
Select the category (i.e. artist) that owns the item, then click the ‘+’ sign

In the ‘Name’ box type in the name of the item, and put the price in the price box. Click
Save. The item will show in the checkout as before.
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7.4 You Want to Add an Item to the Inventory
Click on the Menu button (bottom left) then select ‘Items’

Click Create Item.
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Enter the item name,
category (i.e. artist
name) price, SKU
(Use artist Initials), and
stock amount.
Once you’re all set,
tap Save.

7.5 You see a grid view
Do you see something like this?

Click the Item List View button to get the Item list instead
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7.6 You want to apply a discount
After you have selected the item(s) for sale, click the Item List button to return to the item List.

Click on Discounts, then select 10%, or 20% etc

12/ 12

