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Step 1 — Unlock the cash drawer

@ [nsertthe key and turn all the way to the left
(counter-clockwise) until the drawer opens.

Step 2 — Count the drawer

PY Count and total all the cash in the drawer

Tip: Start from highest to lowest, leaving the
hold-downs up as you go.

@ Close the drawer when finished counting.
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Step 3 — Open Square and login

4357 PM
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Find iPhone
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Enter Passcode

Guide ID: 41 - Draft: 2019-01-18

Log In

P Tap the square icon on the ipad

Y Tap in your 4 digit user code

Step 4 — Goto Reports
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Volunteer...

Charge $0.00

Settings Payment Type

Payment Types 4 Active Enable the payment types you accept, anc

you'd like them to be di
Taxes Preview
Signature and Receipt

MAIN PAYMENT TYPES

Tipping
= Cash
Cash Management

Check

Other Payment Types

Items Swipe Chip Cards

Other Gift Card or Certificate

Settings Employee Management

Support Open Tickets

MORE PAYMENT TYPES

Lansing Makers Network

@ apthe hamburger icon in the bottom left of the screen to open the menu

o Tap "Reports”

@ Tap"Current Drawer"
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Step 5 — Start the drawer

°® Tap the starting amount box to enter the

erp CamrantCeer starting amount in the drawer.
e 'ap "Start Drawer" twice to start the drawer.
Drawer History Starting Cash $100.00
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