
 

Using the “Square” for Credit Card Transactions 

 

Log in using the 4 digit code taped to machine. 

 

You’ll be taken to menu screen.  To ring up order, tap picture of item 

or items guest asks for.  Itemized tally will appear, along with a total 

at the bottom. 

 

 

When you have finished keying in all their items, swipe their credit 

card with magnetic stripe facing down and toward you. 

 

 

 

Square will tell you it’s processing transaction.  Then tip screen will 

appear.  Ask guest if they’d like to add a tip. If guest is close to 

machine, spin it around to face guest so they can press tip amount 

themself, or you can press amount for them. 

 

 

 

Square will then ask whether a receipt is wanted.  Do NOT ask the 

guest if they want a receipt; simply press NO THANKS. 

 

 

 

To return to menu screen after a transaction and get ready for new 

transaction, press NEW SALE icon at the top of screen OR press the 

symbol at the bottom that looks like a circle with a 1 in it. 
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Lyric Arts volunteers get a $1 discount on each item they 

purchase.  If you ring up an order for a volunteer, select 

items they want as usual, then press little “tablet” looking 

symbol at bottom of machine (in the middle) . 

 

 

This will take you to a screen with a number of options – press 

Discounts. 

 

 

 

 

Then press Volunteer Discount button.  It will apply discount 

to their total.  You can then swipe their credit card and 

proceed with transaction as usual. *Note that volunteers get 

$1 off each item they purchase, so if they purchase 1 item 

select $1 discount, if they purchase 2 items select $2 discount,  

if they purchase 3 items select both $1 and $2 discount. 

 

 

If guest decides they don’t want an item or if you select the 

wrong item, you can delete item by swiping to the left on that 

item in the itemized tally.  A red Delete icon will appear next to 

item.  Click it. 

 

 

 

You can also clear a guest’s entire order by clicking arrow 

above itemized tally at the top, then click Clear Items.       


