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Section 1

WELCOME TO SQUARE REGISTER

Square Register is the simplest way to accept credit card payments and has all the features you need 

to create an elegant experience at your counter. Customize your inventory, attract new customers 

and reward your regulars with integrated loyalty programs, and get the information you need to make 

informed business decisions with real-time in-app reporting.

The Square Register app is compatible with any iPad running iOS 5.0 or above. Plug in the Mobile  

Card Reader into your iPad’s headphone minijack to begin accepting credit cards today. Connect to  

a compatible receipt printer and cash drawer to build a complete point of sale system. 

Square Register has everything you need to start, run and grow your business.

iPad StandiPad Cash Drawer Receipt PrinterMobile Card Reader



•	
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SIGNING UP FOR AND DOWNLOADING SQUARE REGISTER

The Square Register app is the simplest way to accept  

credit card payments on your iPad.  

 

Signing up on Square’s website

1. Go to squareup.com.

2. In the sign up form, enter your email address and create a password. Then click  

 “Sign up for Square.”

3. Enter the address where you’d like us to ship your free Mobile Card Reader. If  

 you’ve already received a reader, select “I have a card reader.” Click “Continue.”

4. Select your business type from the drop-down list. Enter your business and  

 personal information. Click “Continue.”

5. Next you’ll be asked to answer a few questions to verify your identity. When  

 completed, click “Finish.”

6. Provide us with your bank account information where you’d like us to send  

 deposits. Click “Continue.” See Linking your bank account for additional details.

7. Finally, you’ll be asked to confirm your mailing address to ensure your Square  

 Card Reader arrives at the correct location. Click “Send my Reader.”

8. Once you’ve been approved, download the app in the iTunes App Store  

 by searching for “Square Register.”

Signing up in the app

1. Download the Square Register app from the iTunes App Store. 

2. Tap “New Square account” to start the activation process.

3. You’ll be asked to input your personal and business information and to 

 answer a few questions to verify your identity.

Getting your Mobile Card Reader

    Once you’ve finished the sign up process, you can  

    immediately start accepting payments via manual entry.  

    Your free Mobile Card Reader will be shipped in a few  

    days, or you can visit a participating retail store to pick  

    up a reader today.

    The same email address and password can be  

    used to log into all Square apps (Square Register and  

    Square Wallet) as well as the website to access your  

    Square dashboard.

Note:  

Current credit card regulations require one 

to be at least 18 years of age to create a 

Square account. 

Tip: 

Visiting squareup.com/register/app on 

your iPad’s mobile browser will take you 

straight to the relevant download page.

Tip: 

Make sure to enter your legal first and  

last name, your current home address,  

and a valid SSN (even when signing up  

as a business).

For security reasons, there is a 10-minute 

time limit for the identity verification step.

Note:  

Square Register is available for iPad 

devices running the most up-to-date 

version of iOS. Please see the App and 

software updates section for information 

on updating your device.

https://squareup.com/
https://squareup.com/register/app
https://squareup.com/register/app
https://www.squareup.com/retail
https://www.squareup.com/login
https://squareup.com/register/app
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LINKING YOUR BANK ACCOUNT

Square will automatically send the payments you accept with Square Register directly to your bank 

account. You may link your bank account through your Square dashboard on the web or from within 

the Square Register app.

Linking your bank account from your Square dashboard

1. Log into your Square dashboard at squareup.com/login.

2. Navigate to the Bank Account page within Business Settings.

3. Enter your routing number and account number. This information is generally listed at the bottom of your checks.

4.  Click “Continue.”

Linking your bank account through the app

1. From the Admin Panel, tap “Accept credit cards.”

2. Tap “Add bank account” and enter your name, routing number, and account number.  

 This information is generally listed at the bottom of your checks. See the image in the section above for 

 where to find your account details on your check.

https://squareup.com/login
https://squareup.com/#business-settings/bank-account
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Verifying your bank account

After providing your bank account information, your account will either be instantly linked and ready for funds to be  

automatically sent for deposit or we may need a bit more information to complete the verification process.

If your bank account is instantly linked, you may see a 49¢ deposit followed by a 49¢ withdrawal to your bank  

account. These transactions enable us to confirm that we can deposit and withdraw funds from your bank account.

If your bank account is not instantly linked, there are just a few more steps needed to complete the bank verification process:

1. View your bank account to find two small deposits (each less than $1) that  

 we deposited into your bank account. These deposits may take a few business  

 days to show up on your statement. We’ll also withdraw the sum of the two  

 deposits to verify that we can debit from your account in case of a refund.

2. Enter the two deposit amounts into the Bank Account page of your  

 Square dashboard to finalize the bank verification process. 

Once your bank account is linked, you can expect to see deposits according to our normal deposit schedule. 

Editing your bank account

Once your bank account is linked, you can only edit your bank account  

information from your Square dashboard.

1. Log into your Square dashboard at squareup.com/login.

2. Visit the Bank Account page within Business Settings. 

3. Click “Change Account” to edit your bank account information.

4. Click “Continue” to confirm your changes.

Note:   

Some banks may request Square’s 

10-digit ACH number in order to link your 

bank account to your Square account. If 

requested, you can provide Square’s ACH 

Originator ID: 9424300002.

Note:  

Square does not support pre-paid bank 

cards or online-only accounts as they 

typically do not support withdrawal in case 

of a refund.

https://squareup.com/#business-settings/bank-account
https://squareup.com/login
https://squareup.com/#business-settings/bank-account
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PUBLISHING YOUR BUSINESS PROFILE TO THE SQUARE DIRECTORY

The Square directory is where people discover places to pay with Square. Bring new  

customers to your doorstep by sharing your location, the items you sell, and even your  

tweets. You can publish your profile to the Square directory straight from the Register app.
 

To publish your business profile, follow these steps:

1. Open the Square Register app and log into your account.

2. Open the Admin Panel by tapping the tab located on the far left of the screen.

3. Tap “Settings.”

4. Tap “Public Profile.”

5. Make sure that “Appear in Directory” is toggled to “ON.”

6. Edit your profile with your most up-to-date business information, including your business name, address, phone number,  

 description, Twitter account and business logo.

7. If your business is mobile, toggle “Mobile Business” to “ON.”

8. You can publish your Item Library to the Square directory by toggling “Publish Item Library” to “ON.”

9. Upload a featured image to appear in your business profile within the Square directory. 

Once you’ve entered this information, your business profile will be published automatically in the Square directory,    

making it easy for new customers to discover your business.

If you need to make changes to your business profile, you can edit your business information in the Square Register app or on the 

website from your Square dashboard.
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CREATING A REWARDS PROGRAM

You can set up and manage a custom rewards program to recognize and reward your best  

customers. Rewards appear in the payment flow, on receipts, and in the Square directory  

and can be set up for cash, card and Square Wallet purchases.

Introducing Rewards

To set up a rewards program, simply log into your Square dashboard at squareup.com/login. From Business Settings, click “Rewards” 

on the left-hand side.

https://squareup.com/
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First Visit Rewards

Attract new customers with special  

offers for first time visits. Offers are 

published in the Square directory, where 

customers using the Square Wallet  

app can find them. 

Note:  

First Visit Rewards are only  

available for customers using the  

Square Wallet app.

Regulars Program

Reward customers who continue to come 

back by giving them special status at your 

business. Recognize regulars with a ribbon 

on receipts. 

 

Note:  

Regulars do not receive discounts 

automatically, and the regulars program 

is only available for customers using the 

Square Wallet app.

Punch Card Program

To reward customers who frequent your 

business, create a punch card program to 

keep your customers thinking about your 

business and coming back for rewards.

From here, you can set up three distinct rewards programs:

Creating Rewards

To enable a program, simply click the On button next to the program name.

Customizing Rewards

You can easily customize your rewards to meet the needs of your customers and your business.

Customizing your First Visit Rewards

To customize your First Visit Rewards for customers using the Square Wallet app:

1. Click “Customize” within the First Visit Rewards section of your  

 Rewards page.

2. Select the reward first time customers will receive. You can choose  

 between a dollar or percentage discount. 

3. Click “Save and activate” to finish.

 

Note: 

If you choose to award a percentage  

discount you can also set a maximum  

dollar value limit to be rewarded.

https://squareup.com/#business-settings/rewards
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Customizing your Regulars Program

To customize your Regulars Program for customers using the Square Wallet app:

1. Click “Customize” within the Regulars section of your Rewards page.

2. Select how many times your customers must visit or how much they must spend in order to become a regular.

3. Click “Save and activate” to finish. 

https://squareup.com/#business-settings/rewards
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Customizing your Punch Card Program

Your customers’ punch cards can have either 5 or 10 punches and can be redeemed by customers using either cash, card or the  

Square Wallet app.

To customize your Punch Card Program:

1. Click “Customize” within the Punch Cards section of your Rewards page.

2. Enter the amount your customers must spend to earn a punch as well as the number of punches required to  

 complete a punch card.

3. Select the reward your customers can redeem for filling up a punch card. You can select a coupon for either a dollar or percentage  

 discount. If you choose to award a percentage discount you can also set a maximum dollar value limit to be awarded.

4. Click “Save and activate” to save your changes. 

For cash and credit card customers, earned punches will appear on the receipt screen and in their texted or emailed receipt. For  

Square Wallet customers, earned punches will show up in the rewards section within your business profile. When a customer fills up a 

punch card, they’ll get a coupon code at the bottom of their receipt, which can be redeemed on their next visit.

Disabling Rewards

To disable a rewards program, click “Off” from the Rewards page within your  

Business Settings. You’ll be prompted to confirm that you want to disable the reward.

Note:  

If you make any changes or choose  

to disable a rewards program, existing 

rewards will be deleted and customers will 

not be able to redeem program rewards.  

https://squareup.com/#business-settings/rewards
https://squareup.com/#business-settings/rewards


12

Section 1

CREATING ITEMS AND DISCOUNTS

Adding and organizing items on Square Register is simple. You can customize the items you  

sell by adding names, prices, photos and descriptions. You can find a master list of all of your items 

and discounts in your Item Library. Categorize items and create Favorites pages to quickly select 

from your most popular items. 

 
Creating items from your Square Register app

To create items within the Square Register app:

1. From your Item Library, tap “Edit” at the top-right of the screen.
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2. This will take you into Item Setup mode. Tap “+” in the top-right corner to create a new item. 

3. Tap “Create Item” to create a new item. 

4. Enter the item name, price and photo (or select a color if you don’t have a photo) and select whether  

 sales tax is applicable. You can also add this item to a category or include a description.
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5. You can create and name different price points or modifications for the same item by tapping “+” after entering the  

 first price for the item. This is useful if you sell multiple variations of the same item (e.g, small, medium and large sizes).

6. If your business is published in the Square directory, you can display this item in your business profile by toggling  

 “Show in Directory” to “ON.”

7. Once you’re finished, tap “Save” in the upper-right corner of the pop-up window.

8. Tap “Done Editing” at the bottom-right of the screen when you’re finished adding items.

Creating items from your Square dashboard

To create items from within your Square dashboard:

1. Log in to your Square dashboard from a computer and navigate to the Items tab at the top of your screen.

2. If you have not set up any items, you will be prompted to do so.
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3. Click “Create Item” at the top of your screen to begin adding items.

4. A New Item screen will appear allowing you to enter the item name, photo or background color, category,  

 description, price, directory preferences and tax settings.

5. Be sure to click the blue Create button to ensure that your changes are saved.

Creating Variable Priced Items

1. While creating a new item, tap the arrow icon in the price field.
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2. From the Pricing menu, tap “Variable Pricing.” When this feature is enabled, you will be prompted to enter  

 a price for this item each time it is sold.

3. Once you’re finished, tap “Save” in the upper-right corner of the pop-up window. Then, tap “Done Editing.” 

 

Using variable priced items

1. At the point of sale, select a variable priced item from your Item Library or  

 Favorites page. A keypad will appear, allowing you to enter a specific price for  

 that item. Once you’ve entered a price, tap the blue check button.

Note:  

If you’d like to charge for an item that does 

not exist in your Item Library at all, you can 

quickly enter a custom dollar amount using 

the Keypad option.
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2. After the item has been added to the current sale, you have the ability to adjust the quantity and price. To do so, tap the item  

 and make your adjustments in the pop-up window that appears. 

 

Reporting with variable priced items

In your Item Detail Spreadsheet, variable priced items will display the amount that was entered for each particular transaction.  

In your Item Summary Spreadsheet, the average price of the item will be shown.
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ITEM LIBRARY

Your Item Library is the master list of all items in your inventory. It can be accessed from the main sale screen or when creating 

a Favorites page. 

You can easily locate and select items in your Item Library by using the search field located at the top of the screen. 

When you tap on the desired item from your Item Library, the item will be added directly to the current sale at the right of the screen.
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From your Item Library, you’ll see your categories and discounts as well as a line called “All Items.” To view all items within your  

Item Library, simply tap “All Items.”

Favorites pages

You can create up to five Favorites pages for quick access to popular items. You can add, edit, rearrange and remove items and 

discounts on a Favorites page at any time from Item Setup mode.

To create a Favorites page:

1. From your Item Library, enter Item Setup mode by tapping “Edit” at the top of the screen.
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2. Tap on a heart icon located at the bottom of the screen.

3. Tap on any blank cell and select “Add Favorite” to select an existing item or create a new item to  

 add to your Favorites page.
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4. Select the item you wish to add to your Favorites page. The items, discounts or  

 categories you select will automatically appear on your Favorites page. 

5. Tap “Done Editing” once you’ve finished adding items to your Favorites pages. 

To access a Favorites page:

1. Tap on a heart icon at the bottom of the screen.

2. When running a transaction, simply select an item from a Favorites page to add it to your current sale. 

Note:

You can also add items to your Favorites 

page from your Item Library by 

dragging an item tile over the heart icon 

representing a Favorites tab.
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Editing, deleting and rearranging items from Square Register

To edit items in your Item Library:

1. From your Item Library, tap “Edit” at the top of the screen. 

2. Tap the item you wish to edit.

3. Tap “Save” when you’re finished. 
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To delete an item from your Item Library:

1. From your Item Library, tap “All Items.”

2. Tap “Edit” next to “All Items” to enter Item Setup mode.

3. Tap the item you would like to delete.

4. Scroll to the bottom of the Edit Item window and tap the red Delete Item button.
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To re-arrange and edit your items from your Favorites pages:

1. From your Item Library, tap “Edit” at the top of the screen. 

2. Tap a heart icon at the bottom of the page to enter a Favorites page.

3. Tap on the item tile and drag it to the desired location or tab within the view switcher.

4. Tap “Done Editing” to exit Item Setup mode.

Editing, deleting and duplicating items from Square dashboard

1. With your cursor, hover over the item you would like to edit.

2. Click the Edit button that appears to the far-right of the item name. You can also select the arrow, next to the edit button,  

 to reveal a drop down menu allowing you to duplicate or delete the item.
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3. Edit any of the item settings and be sure to click the blue Save button to ensure your changes are saved. 

Creating discounts from Square Register

From your Item Library you can also create and edit discounts, which you can apply to a particular item or an entire sale.  

See Applying discounts to learn how to add pre-configured discounts to your transactions. 

To create a discount:

1. From your Item Library, tap “Edit” at the top of the screen. 

2. Tap “+” and then tap “Create Discount.”
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3. Enter a name and amount, either as a dollar amount or percentage.

4. Tap “Save“ when you’re finished. 

To edit a discount:

1. Enter Item Setup mode by tapping “Edit” from your Item Library.
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2. Tap “Discounts.”

3. Tap the discount you wish to edit.

4. Tap “Save” when you’re finished.
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To delete a discount:

From Item Setup mode, simply tap on the discount you wish to delete. Then, tap “Delete Discount.”

 
Creating Discounts from Square dashboard

1. From the Items tab within your Square dashboard, select “Discounts” from the menu to the far-left of the screen.

2. Click “Create New Discount.”
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3. Enter the name and amount of your newly created discount. Discounts can be applied either as a percentage or  

 dollar amount and can be applied to the entire sale or to a specific item before tax is applied.

4. If you have PIN Access enabled, you will need to select whether your PIN is required to apply this discount.

5. Be sure to click the blue Create button to save this Discount.
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Categorizing Items

You can create categories to sort items within your Item Library. To create a category from your online Square dashboard, navigate to 

the Items tab and follow the steps below:

1. If you’ve already created categories, click the Edit button next to Categories on the far left-hand side of the page.  

 Your categories will then become customizable fields. If you’ve never created categories, click the blue New Category  

 button on the left-hand side of your screen. 

2. Click “New Category” to add a new category field and then type the name  

 of this newly created category.

3. Select “Done” when you’re finished.

Note:  

You can also delete categories from this 

edit view. You will notice a red circle with 

a minus sign when you select to edit your 

categories. Click the red circle next to a 

category to delete it. Be sure to confirm 

this selection by clicking the red Delete 

button in the pop-up window.
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USING YOUR ADMIN PANEL

You can access your transaction history and account settings from your Admin Panel.  

To access your Admin Panel, tap on the tab located on the far left of the main screen.  

 

From your Admin Panel, you will see your recent activity as well as options to access All Activity, Summaries and Reports, Settings and 

the Square Help Center.  

All Activity

To access your payment history, simply tap “All Activity” within your Admin Panel. You’ll see a list of the payments you’ve accepted 

broken down by date. From here, you can scroll through your payment history or search for particular transactions using the receipt or 

card number, or by swiping the card. You can also tap on each payment to view additional details, issue a refund or resend a receipt.

Summaries and Reports

Square Register offers merchants the ability to view daily summaries and a quick dashboard of sales as well as generate custom 

reports that can be viewed within the app, printed on a receipt or emailed. To access these reporting features, head to your Admin  

Panel and tap “Summaries and Reports.” 
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Viewing your Daily Sales Graph

Use the bar chart displayed within your Reports tab to view sales by hour of day. Your graph will show a 12-hour range,  

adjusted to reflect when you start accepting payments. 

If your business is open for more than 12 hours, simply swipe the graph to the left or right to navigate through the hours you’ve 

accepted payments during that day.

If you tap on a bar within the graph, a pop-up will appear with your total sales amount for that hour.

The line near each bar represents the amount of sales that you accepted during that same hour in the previous week. 

Viewing your Daily Sales Quick Stats

Look under your Daily Sales Graph to check the day’s total sales, number of transactions, average transaction size and  

most popular item. 

•	 Total Sales shows how much you’ve accepted (pre-fees)

•	 Transactions shows how many transactions you’ve run with Square

•	 Average Transaction displays the average dollar amount of your transactions

•	 Most Popular Item shows the item that you’ve sold the most that day as well as the quantity sold
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Full Summary

Tap “Full Summary” within the Reports tab to view a detailed summary of what  

you’ve sold today.

You can also check out your summaries from past days by tapping on the day you  

wish to view under “Previous Summaries.”

 

Your Full Summary will display totals, tips, tax and item totals.

•	 Within Totals, you’ll see your total sales, separated out by payment source and refunds issued.

•	 Within Tips, you’ll see all tips collected excluding cash tips. 

•	 Under Tax, you’ll see the total amount of sales tax collected.

•	 Under Item Totals, you’ll view the items sold for the day, the total quantity for each item sold and the  

 total amount accepted for each item. 

Custom Reports

In addition to viewing your Daily Summaries, you can generate and share custom reports with custom date and time ranges for 

individual devices or all iPad devices connected to your account. To access Custom Reports, simply tap “Custom” at the top of the 

Reports tab.

Any reports that you have generated on the device will be saved to the Previous Reports section.

Note:

If you use multiple devices with your 

Square account, the totals from all devices 

will be displayed in the Totals section.
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To generate a report, follow the steps below:

1. Tap the Generate Report button in the Custom Reports view.

2. The default start date/time is the most recent time you tapped the Generate Report button. The default end date/time is the  

 current time of day.

3. If you would like to change the defaults, use the date pickers to select the date and time range you wish to view by tapping on the  

 Starts and Ends fields.

4. Select whether you want to include only payments accepted on the specific device you’re using or if you would like to view   

 payments accepted on all iPads connected to your Square account.

5. Tap the blue Generate Report button to create the report. 
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Once you’ve created the report, you’ll see it appear in the same format as the Full Summary report for the date range selected.

 

Sending a report

You can easily print or email a report that you’ve generated with Square Register. To send a report:

1. From the report you wish to send, tap the arrow button at the top right-hand corner of the tab.

2. Select either “Print Report” or “Email Report.”

  • “Print Report” will print the report to the receipt printer connected to your iPad.  

  • “Email Report” will email the report to the email address tied to your Square account.
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Settings

From the Settings tab within your Admin Panel, you can edit your business information, enable signatures and tax,  

customize your tip settings and set up your receipt printer.

Public Profile

The Public Profile section is where you are able to edit and publish your business profile to the Square directory. Learn more about 

Publishing your business profile to the Square directory.
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Signature

Tap “Signature” within the Settings tab to specify whether you require customer  

signatures for purchases under $25. To save time, you can disable signatures  

for small payments by toggling “Customer Always Signs” to “OFF.”

Tax

Tap the Tax tab and toggle “Add Sales Tax” to “ON” to enable sales tax for your sales. Enter the tax rate amount you wish  

to apply. You can also enable or disable tax per item from your current sale or Item Library.  

With Square Register, you can create multiple tax rates to apply on a per-item basis or an entire sale.

Note: 

Customer signatures are required for 

payments of $25 or more.
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Creating tax rates from your Square Register app

1. Open your Admin Panel by tapping on the tab found on the left side of the screen.

2. Tap “Settings” followed by “Taxes.”

3. Tap “Add a New Tax.”

4. Toggle the switch “ON” if you would like to automatically enable this tax for all sales.

5. Tap “Tax Name” to name your tax.

6. Then tap the Amount field to input a rate for this specific tax.

7. Tap “Applicable Items” to select the specific items that should have this tax applied. You can select “Tax All Items” or  

 “Exempt All” or specify individual items.

Note: 

If you’ve enabled PIN access, you  

may need to enter your PIN to access  

your settings.



39

Section 1

8. Toggle the Custom Sale Amounts switch “ON” or “OFF” to specify if you would like this tax applied to custom sale amounts  

 you enter at the point of sale using your Register keypad.

9. Tap “Edit Tax” at the top-left of the Items screen, then tap “Taxes” at the top-left of the Edit Tax screen to return to the  

 Taxes screen. Here you will notice your newly created tax.

10. To add another Tax rate, tap “Add a New Tax.”

 

 

Editing taxes on your current sale

1. Tap an item you have added to your current sale
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2. Tap the “Taxes” field to view which taxes are currently applied to this item.

3. Toggle the switch “ON” or “OFF” to specify if this specific tax should be applied to this specific item.

4. You can also tap “Tax” within the Sale screen to view all taxes applied to the entire sale.  

 Tap the red minus button next to each tax to completely remove that specific tax from any applicable item within your sale.
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Enabling taxes from your online Square dashboard

If you are Square Register user, you can enable tax when creating items from your online Square dashboard.

Tipping

You can enable the collection of tips during your sales with two tipping structures: Smart Tip Amounts and Custom Tip Entry.

Smart Tip Amounts: Automatically enable pre-selected tip amounts. For payments under $10, the tip options are whole dollar 

amounts of $1, $2 and $3. For payments of $10 and over, the options change to percentages of 15%, 20% and 25%. 

Custom Tip Entry: Set three custom tip percentages and enable “Manual Tip Entry” for customers to enter their own tip amount.



42

Section 1

Printers

You can easily connect to a receipt printer to print receipts for your customers.   

In Settings, tap the printers tab to find the printer.

Note: 

You’ll need to connect the receipt printer 

to the WiFi router with an Ethernet cable.
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CONNECTING TO A RECEIPT PRINTER AND CASH DRAWER

With Square Register, you can connect to both a receipt printer and a cash drawer to build a  

complete point of sale system. 

Connecting to a receipt printer

You can print paper receipts immediately following a payment or at any time from your Admin Panel. You can also print daily or custom 

sales reports, which can be accessed from your Admin Panel. 

 

Supported receipt printers

Square Register supports the following Star Micronics receipt printers with Ethernet (LAN) interfaces:

•	 Star TSP143LAN (recommended for receipt printing)

•	 Star SP742ML (recommended for kitchen printing)

•	 Star TSP654L 

 

Setting up your printer

What you’ll need: 

 

 

 

Here’s how:

•	 Supported receipt printer

•	 Standard Ethernet cable

•	 AC Power cord

•	 WiFi router with a broadband connection

Note: 

A WiFi router with a broadband connection 

is required to print receipts. You need 

to be able to connect the receipt printer 

directly to a WiFi router with an Ethernet 

cable. If your router is far away, you may 

need to use a longer Ethernet cable or 

move your WiFi router.

Tip:

For printing orders in a kitchen, we 

recommend the Star SP742ML thermal 

printer, which is designed to handle the 

high-heat environment of a kitchen.

1

Connect one end of the Ethernet cable into  

the connector on the rear panel of the printer.  

Plug the other end into an Ethernet port on  

your WiFi router.

2

Plug the appropriate end of the power  

cord into the AC inlet on the back of the  

printer. Then plug the power cord into a  

properly grounded AC outlet.

3

Turn ON the power switch located on the front of 

the printer. The POWER lamp on the control panel 

will light up.

POWER SWITCH
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Connecting your printer

1. Make sure the receipt printer is connected to a WiFi router with an Ethernet cable. 

2. Connect the iPad to the router’s WiFi network. We recommend a secure WiFi network. To change the WiFi network on your iPad,   

 navigate to your iPad’s settings and tap “WiFi” in the left sidebar. 

3. Open the Admin Panel and tap “Settings.”

4. Tap “Printers” and select the printer you wish to connect.

5. Tap the Nickname field and enter a name for the printer.

6. To enable receipt printing, toggle “Receipts” to “ON.”

7. To ensure that your receipt printer and iPad are connected to the same network, tap “Print Test.”

Note: 

If you’d like to connect multiple iPads to 

the same printer, simply go through these 

steps with each iPad. You can also connect 

multiple printers to the same iPad in 

order to print the same receipt to multiple 

printers at once.
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Setting up ticket printing

1. To enable ticket printing, toggle “Order Tickets” to “ON” from the printer  

 settings page.

2. If you have set up categories, you will have the option to choose the specific  

 categories that will appear on order tickets. Only items in categories toggled to  

 “ON” will print on order tickets sent to that printer.

3. To ensure your ticket printer and iPad are connected to the same network,  

 tap “Print Test.”

 

Printing ticket stubs

If you have both a supported receipt printer connected to your Square Register app and order tickets enabled, you have the ability to 

print numbered ticket stubs immediately following each transaction. To do so, simply toggle “Print Ticket Stubs” to “ON” from the 

main printer settings page.

Note: 

Orders tickets will print automatically at 

the end of each transaction.
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Connecting to a cash drawer

Connect to a cash drawer to make change for customers and store cash. When you set up a cash drawer with a supported receipt 

printer, it will automatically open for every cash transaction or when issuing a cash refund on your iPad. 

Supported cash drawers

Square Register can automatically open APG cash drawers that are equipped with  

a MultiPRO Interface #320 (24V). The cash drawer connects to a supported receipt  

printer with a CD-014A MultiPRO interface cable. We recommend the following  

cash drawers:

•	 APG Series 100 1616: Heavy duty model & 5 year warranty. Dimensions: 16” x 16”

•	 APG Vasario 1416: Standard duty model & 3 year warranty. Dimensions: 14” x 16”

•	 APG Vasario 1616: Standard duty model & 3 year warranty. Dimensions: 16” x 16” 

 

Connecting your cash drawer

What you’ll need:

 

Here’s how:

1

Plug the large end of the CD-014A MultiPRO interface cable into the 

slot on the rear of the cash drawer.

2

Plug the small end of the CD-014A MultiPRO interface cable into the 

receipt printer’s peripheral drive connector. 

Note: 

If you are using Square Register without  

a receipt printer, you will need to open the 

cash drawer manually.

•	 Supported APG Vasario cash drawer

•	 CD-014A MultiPRO interface cable

•	 Supported receipt printer

PERIPHERAL DRIVE CONNECTOR
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SETTING UP PIN ACCESS

PIN access allows you to create a 4-digit PIN to control who has access to sensitive  

information and administrative functions within Square Register.

To create and enable PIN Access

1. Log into your Square dashboard and navigate to the PIN Access page within Business Settings.

2. Enable PIN Access by selecting “ON” next to “Require PIN to access selected areas.”

3. Create your 4-digit PIN. Re-enter your PIN to confirm it.

4. Select which actions performed within the Square Register app require this PIN. You can choose:

  •   Edit Items 

  •   Change Settings 

  •   Access Sales History 

  •   Issue Refunds 

  •   View Summaries & Reports

5. Enter your Square password and click “Save” to confirm the changes. 

 

With PIN Access enabled, you’ll be prompted to enter your PIN whenever the selected features are accessed  

within the Square Register app on your iPad. 

To edit your PIN

To edit your PIN simply return to PIN Access within your Square dashboard and enter your 4-digit PIN and account password.

https://squareup.com/#business-settings/pin-access
https://squareup.com/#business-settings/pin-access
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FEE STRUCTURE AND DEPOSIT LIMIT

Costs and fees

Square offers two simple pricing plans so you can focus on what matters most - your business.

 

One Price per Swipe

Process all swiped transactions as well as all payments accepted from the Square Wallet app at a per-transaction fee of 2.75%.  

All manually-entered transactions are 3.5% + 15¢.

One Price per Month

Pay one low monthly fee of $275 and all card-present (swiped) transactions are free. All manually-entered transactions are 3.5% + 15¢.

Square’s monthly pricing applies to swiped transactions that are less than $400 and $250,000 annually. Swiped transactions over these 

limits are charged 2.75% per swipe. If your business primarily keys-in transactions or swipes large ticket items, you may be interested 

in Square’s per-swipe pricing. 

The table below offers a breakdown of Square’s pricing plans:

*Swiped transactions over these limits simply cost 2.75% per swipe.

Any card swiped with Square 2.75% 0%

Any payment from a customer paying with the  2.75%  0% 

Square Wallet app 

Keyed-in  3.5% + 15¢ 3.5% + 15¢

Activation  $0 $0

Annual fee  $0 $0

Monthly fee  $0 $275

Gateway fee  $0 $0

Chargeback fee $0 $0

Refund fee  $0 $0

Cash transaction fee $0 $0

Limits   $2,002 keyed-in within any 7 $400 per swipe and $250,000 

    consecutive days  annually*; $2,002 keyed-in within  

     any consecutive 7 days

ONE PRICE PER MONTHONE PRICE PER SWIPE
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To view or edit your pricing plan, log into your Square dashboard and head to the Simple Pricing page within Business Settings.

 
 
Deposit limit

When you accept payments by swiping cards with the Mobile Card Reader, we deposit all funds into the  

bank account linked to your Square account every evening except for Saturdays.

For manually-entered payments, there is a $2,002 weekly deposit limit. This limit does not apply to swiped payments.

Swiped (card present) No limit 36 hours

Manual entry (card not present) $2,002 deposit limit* 36 hours (first $2,002) 

    (During any trailing 7 day period) 30 days (remainder of payment held)

 
*  If you accept more than $2,002 in card-not-present payments during any trailing seven day period, Square will defer depositing the  

 amount in excess of $2,002 for 30 days.

DEPOSIT INITIATED WITHIN
HOW MUCH WILL SQUARE  
DEPOSIT FOR BUSINESS?

TYPE OF TRANSACTION 

https://squareup.com/#business-settings/pricing
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ACCEPTING PAYMENTS WITH THE MOBILE CARD READER

Here’s how to accept payments using your Mobile Card Reader:

1. Open the app on your iPad by tapping the Square Register icon.

2. Sign in with the email address and password associated with your Square account.

3. Plug the card reader into the iPad’s headphone minijack.

4. Tap the item(s) you’d like to sell from your Item Library or Favorites pages. Your item(s) will be added  

 to the current sale at the top of your screen.

5. If you’d like to charge for something that doesn’t exist in your Item Library, you can enter a custom sale amount by tapping  

 the keypad button at the bottom-right of the screen. You can then input the amount and a description of the payment.
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6. Add a description or note to any sales item by tapping on it in the right-hand panel (or at the top if you’re viewing  

 Square Register in portrait mode).

7. To change the quantity of a particular item, tap the plus or minus sign within the pop-up window. You can also  

 configure tax settings by toggling Tax ON or OFF. 

8. When you’re finished, tap anywhere outside of this window.

9. Swipe the card quickly and smoothly through the card reader. Make sure the black magnetic strip faces the thick end of the reader.

10. If you have tipping enabled, your customer will see the option to leave a tip.



Section 2

53

11. Once you see the signature screen, ask your customer to sign with their finger. 

12. Tap “Done Signing” to finish the transaction or tap the arrow in the upper-left corner to return to the previous screen.

13. You’ll then see the option to input your customer’s phone number or email address to deliver a receipt.  

 If you’ve set up a receipt printer, you’ll also have the option to print a receipt. 

14. The final screen confirms that you’ve completed the transaction. To begin a new transaction, tap anywhere on this screen.

Note: 

If you have the signature screen turned  

off for payments under $25, this screen 

will be skipped.
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ACCEPTING PAYMENTS WITHOUT THE MOBILE CARD READER

If your card reader has yet to arrive or if you’re making a phone, mail, or online sale, you can still  

accept payments by manually entering the card information. 

 Here’s how:

1. Once you’ve added an item to your current sale or entered a custom sale amount,  

 tap “Charge” at the top of the current sale.

2. Tap on the field next to “CARD” to manually enter the credit card number.  

 You’ll then be prompted to enter the expiration date, CVV and zip code of your  

 customer’s card. All of this information is required to process a payment where  

 the card is not swiped.

3. Tap “Charge.”

4. The same signature, receipt, and payment confirmation screens that display  

 after accepting a swiped credit card will show for a manually entered credit card.

Note: 

The CVV is the 3 digit number listed on the 

back of MasterCard and Visa cards, and 

the 4 digit number listed on the front of 

AmEx cards.

If the card information entered turns red, 

the information is either invalid or the 

card has been declined. Confirm that the 

information was inputted correctly and try 

charging again.
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ACCEPTING SQUARE PAYMENTS

Accepting Square Payments with Square Register is similar to accepting credit card payments. Here’s how:

1. When a customer wants to pay with their name and opens a tab with your business, you’ll be notified by a small pop-up  

 window at the top of the screen.

2. Select the item(s) you’d like to sell or enter a custom sale amount using the keypad option.

3. Tap the Charge button located at the top of the screen.

4. Below the option to enter a cash payment, you’ll see your customer’s name as well as their profile picture.  

 Tap their name on the screen.
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5. Confirm their identity on the following screen with the larger image of your  

 customer. If you’ve selected the wrong customer, tap the back arrow in the  

 upper-left corner to return to the previous screen.

6. Tap the blue button to charge the customer. 

7. The final screen confirms that the transaction has been completed.

8. Your customer will receive confirmation of the payment and will be presented with the opportunity to leave  

 a tip from their own device. To begin a new transaction, tap anywhere on this screen.

Note: 

If you’ve created a rewards program, your 

most regular customers will be indicated 

with a ribbon. If your customer has earned 

any redeemable rewards, you’ll see these 

here as well.
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ACCEPTING CASH PAYMENTS

In addition to accepting credit cards, you can also use  

Square Register to track cash payments in order to keep all 

of your payment records in one place. 

To record a cash payment with Square Register:

1. Enter the amount of the payment or select an item to add to the current sale.

2. Tap “Charge.”

3. Tap the amount of cash given by your customer or tap “Other Amount”  

 to enter a different amount. After entering an amount, tap “Tender.”

4. To complete the transaction, enter your customer’s phone number or email  

 address to send a receipt or choose to skip the receipt. If you’ve connected a  

 receipt printer to your iPad, you’ll also have the option to print a receipt.

5. You’ll see the final confirmation screen after the transaction has been  

 successfully completed.

Note: 

There are no fees associated with  

cash payments.

Note: 

If you’re using an iPad connected to a 

cash drawer and receipt printer, your cash 

drawer will automatically open when you 

tap “Tender.”

Note: 

You will not be able to record a tip  

amount with Square when processing  

a cash transaction.
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APPLYING DISCOUNTS

Square Register offers merchants the ability to apply discounts to the entire sale or to a  

specific item as either a percentage or dollar amount discount.

Applying a discount to a sale

You can apply a discount from within your Item Library or from a Favorites page.

1. To apply a discount from your Item Library, tap “Discounts” to view your library of discounts and then  

 tap the discount you wish to apply.
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2. To apply a discount from a Favorites page, simply tap the discount you wish to apply. 

3. After you apply a discount, you’ll see the discount applied as a line item within the current sale section of the screen.

The discount tag icon will display next to any items that have a discount applied to 

them. If needed, you can apply multiple discounts to an entire sale. At any time, you  

can tap on the Discounts line item within your current sale to view all of the discounts  

applied to that particular sale.

Note: 

Multiple discounts will compound, 

meaning that your first discount will 

be applied and the initial total will be 

calculated. When the second discount 

is applied, it will be applied to the new, 

discounted price.

If you are applying a combination of dollar 

and percentage discounts, the percentage 

discount will be applied first, followed by 

the dollar amount discount.

You can apply a specific discount to a 

given sale only once.
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Applying a discount to an item

To apply a discount to a specific item rather than an entire sale:

1. Tap on the item you wish to discount from within your current sale. A popover will appear allowing you to change the  

 quantity and tax of the item as well as add a percentage discount.

2. Tap “Discounts” to view all available discounts.

3. Toggle the discount(s) you wish to apply to ON. 
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Removing a discount from a sale

To remove a discount, simply tap the Discounts line item to pull up your list of discounts. Tap the red minus sign next to 

the name of the discount you want to remove.
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PROCESSING REFUNDS

You can process a refund directly from the Square Register app  

or from the Payments page within your Square dashboard.
 

Refunding a payment from within the app:

1. Open your Admin Panel by tapping on the tab located on the far left of any screen within Square Register.

2. Below your recent transactions, tap “All Activity.”

Note:

All refunds must be processed within  

60 days from the date of the transaction.
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3. Scroll through your payment history to locate the payment you wish to refund. You can search for the payment by  

 entering the item sold, receipt number or card number into the search field. You can also find the payment by  

 swiping the card used for the payment.

4. Tap on the payment you’d like to refund to view its details.

5. Tap “Issue Refund.”

6. Enter the card number or swipe the card.

7. Select a reason for the refund or enter your own reason and  

 tap the blue Refund button.

Note:

It can take up to 24 hours after a payment 

is made before you are able to initiate a 

refund. Should your Square balance be 

insufficient to cover the refund, Square  

will request your authorization to withdraw 

up to the requested refund amount from 

your bank.
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How refunds work

When you issue a refund, Square will first look to your Square balance to cover the refunded amount. If there are not enough funds 

in your balance, Square will withdraw the amount that you were paid (the sale amount minus the initial payment fee) from your linked 

bank account and then credit it back to your customer’s card. Refunds typically take 2 business days to process but can take up to 7 

business days. 

If the amount of the original transaction was for $25, for example, the $0.69 in fees are covered by Square, $24.31 will be withdrawn 

from your linked bank account, and the full $25.00 will be refunded to your customer’s card.

When you issue a refund, we temporarily hold your funds to cover that refund, even if those funds are available within your Square 

balance immediately. As soon as the refund has been processed, Square will send your funds to your bank account per the normal 

nightly deposit.

 

Partial refunds

Issuing a partial refund on specific items from a sale is not yet an available feature. There are two solutions for issuing partial refunds:

1. Refund the total payment and reprocess the card for the correct amount.

2. Issue the partial refund amount via cash or check.
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SENDING RECEIPTS

Once you’ve set up a printer, your customers will be presented  

with the option to receive a printed receipt once the transaction  

has been completed.

To print a receipt, simply tap “Print” and hand your customer the printed receipt.

You can also choose to print out a receipt at a later time by navigating to your Admin Panel and tapping a specific payment from  

your Recent Activity or All Activity.

Note: 

Receipts must be printed on 80mm width 

receipt paper.
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INTERACTING WITH YOUR ANALYTICS DASHBOARD

You can discover new insights about your business with Square’s interactive analytics web  

dashboard. You can discover your busiest days of the week, the time of day that you process  

your biggest tickets, and your most profitable months.

To access your Square dashboard, log into squareup.com/login from a computer.

Within your Square dashboard, you’ll see four main charts displaying your sales history based on volume over time, day of the week, 

hour of the day and payment amount. 

Clicking on specific bars within a chart or sliding the range indicators left or right will  

filter your sales history to specific data. You can also use the date selector to choose an  

exact range or select a pre-defined range from the left-hand side of the page.  

When you choose to filter data, a blue box will appear at the top of the Payments  

page describing the filter you’ve added.

To remove a filter, you can either click the “x” within the blue box representing the  

filter or click “reset” next to each chart. To remove all filters, click “reset all filters”  

at the top-right of the screen.

Once you’ve selected a specific date range, you can click the Spreadsheets button to  

download your sales information into a spreadsheet (CSV format).

Note: 

Filters related to a specific day, time or 

payment amount will not be reflected in 

the downloaded spreadsheet.

https://www.squareup.com/login


Section 2

67

VIEWING YOUR SALES SUMMARIES AND REPORTS

You can download your payment and deposit history into a spreadsheet from your Square dashboard.

Exporting your payment history and items information

To export your payment history and items information from your Square dashboard:

1. Log into your web dashboard at squareup.com/login to access your Payments page.

2. Use the date selector or the pre-defined date ranges on the left-hand side of the page to choose the dates you wish to view.

3. Once you’ve chosen your desired date range, click the Spreadsheets button at the top of the page to export your payment history.

https://www.squareup.com/login
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4. You’ll be given the option to download one of three reports:

  Transactions Report: A detailed list of all payments accepted over a given period of time. This spreadsheet will  

  include the date and time, total, discounts, taxes, tips and fees, a description and a link to a details page for each transaction.

  Items Detail Report: A list of items sold during a given time period along with the date, price, tax and discounts.  

  You’ll also see any notes you’ve added to item sales.

  Items Summary Report: A list of items sold during a specific time period along with the quantity of each item sold,    

  transaction type, subtotal, fees, discounts and total amount charged.

5. Open this CSV file with Microsoft Excel or another spreadsheet program.

Exporting your Deposit History

To export your deposit history from your Deposits page:

1. Navigate to your Deposits page from within your Square dashboard.

2. Select the date you wish to view from the left-hand column.

3. Click the Spreadsheet button at the top right-hand side of the page. 

Clicking the Spreadsheet button will download a CSV file to your computer with a  

column for date, time, transaction type, payout amount (total charge less fees),  

details and payment ID.

Note:

Deposit details are not available for 

deposits made before January 2012.

https://squareup.com/#deposits
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PASSWORD RESET

You can reset your password from either a computer or from within the Square Register app.
 

To reset your password from a computer:

1. Click the “Forgot password?” link next to the Sign In button on the Square website or navigate to squareup.com/password.

2. Type in the email address associated with your Square account and click “Send Instructions.”  

 We’ll automatically send you instructions to reset your password. Please be sure to check your spam folder.

3. If you set a security question, you’ll be asked to input the correct answer before you are able to reset your password. 

To reset your password from within Square Register:

1. Tap “Forgot Password” on the Sign In screen. 

2. Type in the email address associated with your Square account and click “Send Instructions.”  

 We’ll automatically send you instructions to reset your password. Please be sure to check your spam folder.

3. If you set a security question, you’ll be asked to input the correct answer before you are able to reset your password.

https://www.squareup.com/login
https://squareup.com/password
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APP AND SOFTWARE UPDATES

You should be running the latest version of both iOS and the Square Register app  

in order to accept payments.

Here’s how to upgrade your iPad’s software:

1. Connect your device to your computer with a USB cable.

2. Open iTunes (it may launch automatically).

3. Click the name of your iOS device in the left sidebar under “Devices.”

4. Click “Update.”

5. Follow the on-screen instructions in iTunes. 

To update your Square Register app, follow these steps:

1. Download the latest version at squareup.com/register/app or search for  

 “Square Register” in the App Store on your device.

2. Select the Square Register app.

3. Tap on “Update.”

Note:

You’ll need the iTunes password 

associated with your device in order  

to upgrade the app. If you’ve forgotten 

your password, you can reset it at  

iforgot.apple.com.

https://squareup.com/register/app
https://iforgot.apple.com
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SWIPE TROUBLE

 

One way to improve the accuracy of your card swipes is to practice with your own card. Here’s how:

1. Tap the tab on the middle-left of any screen within Square Register to  

 access the Admin Panel.

2. Tap “Support” within the Settings tab.

3. Select the How to Swipe button.

4. Review the tips in steps 1-3, and then practice swiping on step 4. 

If you continue to have trouble swiping cards with your card reader, please try the following hardware troubleshooting tips:

•	 Remove the Square Register app from your iPad and re-install the app  

 (see Apple’s Support Site for instructions).

•	 Remove your iPad from its case or stand, firmly plug in the reader, and  

 swipe again. Certain iPad cases prevent the reader from plugging in all the way,  

 preventing the card reader from transmitting information to the app.

•	 Clean your headphone minijack of any lint or dust by either carefully using a  

 toothpick or blowing into the headphone minijack.

•	 Wipe the metal connector of the card reader with a cloth, removing any residue  

 that may be preventing the reader from making a proper connection.

•	 Check for corrosion within your headphone minijack. Should you see any  

 green on the metal, the contacts may be defective. You may need to take  

 your device in for service.

Tip:

Updating the Square Register app is a 

great way to ensure that you have the 

most up-to-date set of features. 

Tip:

Visit the Square Help Center to watch an 

instructional video with swiping tips. 

http://www.apple.com/support/ipad/assistant/application/#section_1
https://help.squareup.com
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ENSURING SUCCESSFUL PAYMENTS

While accepting payments with Square is simple, factors like network connectivity, incoming  

messages and notifications, and hardware glitches may occasionally interrupt payments. 

To ensure a payment has processed successfully:

•	 Make sure you’ve passed the signature and confirmation screens. A payment is  

 not completed until you’ve gone through these screens. 

•	 Check your Recent Activity or All Activity within the app or on your Payments page  

 online. A successful payment will appear as a completed transaction.

•	 Visit your email inbox. If your payment was successful, you will be sent a payment  

 notification email with a subject line similar to: “Square Payment #123456.”

Note:

If the payment is canceled or interrupted, 

your customer may see a pending charge 

on their account that will disappear within 

a few days, even if the payment was not 

completely processed.

https://squareup.com/#payments
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DECLINED CARDS

If a customer’s card fails to authorize, the app will warn you that the payment was not approved  

and the card was not charged. 

We recommend the following troubleshooting steps:

1. Contact the cardholder’s bank for more information on why the card failed to  

 authorize before attempting to run the card again. This will prevent any  

 additional pending authorizations on the cardholder’s bank statement.

2. Try typing in the card number manually. If the numbers turn red, the card number  

 is invalid. We recommend double-checking the card number to verify that the  

 information was inputted correctly.

3. Make sure the time, date and year on your device are correct. If your device  

 is set to the wrong date, it may result in declined cards.  

 Follow these steps to check your calendar:

  1. Tap Settings > General > International > Calendar. 

  2. Be sure that the Gregorian calendar is selected. 

  3. Log out and sign back into your Square Register app.

If the card is still declined, Square cannot proceed with the payment. We recommend seeking another form of payment and having the 

cardholder contact their issuing bank about the matter.

Note:

When you type in a card number manually, 

your fees will be increased to 3.5% + 15¢ 

per transaction.



All third party products included with Square Register Mobile Card Reader are sold solely according to the warranty and other terms specified by the manufacturer, 
who is solely responsible for service and support for its product. For service, support, or warranty assistance, you should contact the manufacturer directly. SQUARE 
MAKES NO WARRANTIES, EXPRESS OR IMPLIED, WITH RESPECT TO SUCH THIRD PARTY PRODUCTS, AND EXPRESSLY DISCLAIMS ANY WARRANTY OR  
CONDITION OF MERCHANTABILITY, NON-INFRINGEMENT, OR FITNESS FOR A PARTICULAR PURPOSE. In no event will Square be liable for any incidental,  
consequential, or cover damages arising out of your use of or inability to use third party products or any amount in excess of the amount paid by you for the product 
giving rise to any claim. Your use of Square Register Mobile Card Reader and other Square products and services is governed by the Merchant User Agreement and 
related agreements and policies available at squareup.com/legal.
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Still have questions? Visit the Square Help Center.

https://help.squareup.com

