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Step 1 — Open Square
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Find iPhone Settings

Log In

Enter Passcode

P Open the Square App

@ [Enteryour 4 digit user code

Step 2 — Open Current Drawer Report
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[‘i%l a Add Customer @ Settings Payment Type Reports Current Drawer
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Coder/Cra... Full Acces. Donation Current Drawer

Payment Types 4 Active Enable the payment types you accept, an| )
you'd like them to be di gwer History Starting Cash $100.00

Taxes Preview
Members. Start Drawer
Signature and Receipt

WA PAMENT TYPES Deposits
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= Cash
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Cash Management
Check

Other Payment Types
Items Swipe Chip Cards e

Other Gift Card or Certificate
Vo Settings Employee Management

Charge $0.00 Support Open Tickets

Volunteer...
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Lansing Makers Network

@ ap the hamburger icon
o Tap "Reports”
@ Tap"Current Drawer"

@ Scroll down and note the amount expected in the drawer as well as the total amount of cash transactions for the drawer.
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Step 3 — Unlock the drawer

'Y Turn the key fully to the left (counter-
clockwise) to open the drawer

Step 4 — Cash out today's transactions

PY Count out cash equal to the amount of today's transactions.

Be sure to leave enough small denominations for change for the next shift. If more change is needed notify Brian as soon
as possible.

PY Place paid out cash, receipts and any checks in a deposit envelope.
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Step 5 — Record Payout

Reports Current Drawer Paid In/Out

Drawer History Drawer Description

$125.0(

Amount

Sales —
Description
End Drawer
Deposits
CURRENT DRAWER
Pay Out

Employee Access Brian A

Started 118119, 9:21 PM SRR
Started By Brian A Total Paid InfOut
Paid In/Qut $0.00
Cash Sales $0.00

e [Tap'Pay In/Out"

P Enter the amount of the CASH transactions in the amount box.

@ Note: Only pay out cash transactions. Checks are not included in the payout amount.
Tap "Pay out" twice.

Add printed pay-out receipt to the deposit envelope.
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Step 6 — Drop payout

'Y Place deposit in the drop.

DEPOSITS

Step 7 — Count down the drawer

End Drawer

Expected in Drawer $100.00

Afftual in Drawer $100.00

Drawer Description

Difference,

- Sy _

Employee Access

Started

Started By

Paid In/Qut

Brian A

111819, 9:21 PM

Brian A

$0.00

PY Count down the cash in the drawer.
@ apthe "Amount” box and enter the amount in the counted drawer.

@ [ap"End Drawer" twice
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Step 8 — Lock the cash drawer

Y Turn the key in the lock fully to the right
(clockwise) until the key is vertical.
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