	Instructions for Cashier – Using the Square POS

To start shift as cashier
1 – Login to iPad – “lionsd” then go to square app
2 – Login to account with last 4 digits of your student number 
3 – Go to “More” on bottom menu
· Select “Reports”
· Select “Start Drawer”
· Select “Confirm Start Drawer”
4 – To start selling items
· Select “Checkout” at bottom menu
· Select “Favourites” to see screen with thumbnail of items
5 – When a customer orders…
· Select item ordered
· You will see it come up under “Current sale”
· If you can’t see item you want, go to “Library” – all items listed in alpha order or type in search bar to search for item
· When order is complete, select “Charge”
· Then select amount customer is paying with
· Select “No receipt”
· Select “New Sale” on upper left of screen
6 – If person changes their mind about their order:
a) before you complete the sale:
a. Swipe left on the item under “Current Sale” and press “Delete”
b) after you have completed the sale
a. ask manager to do a refund

At end of shift as cashier
1 – Press “Charge” and then “Confirm” to make a zero sale and open the cash drawer. Take out cash register tray
2 – Select “More” at bottom of screen
3 – Select “Reports”
4 – Note the Cash Sales amount and the Cash Refunds amount (if any)
5 – Select “End Drawer”, “End Drawer”, and “Confirm End Drawer”
6 – Log out of Square
7 – Push cash drawer closed
8 – Take out iPad

To do the deposit and float for the next day, take the following items with you to Ms. James’ room:

1 – iPad and box
2 – cash register tray
3 – deposit binder
4 – deposit slip
5 – plastic bag 
