	SQUARE TRANSACTIONS

1. Turn iPad into Landscape (sideways)
2. Open Square App
3. If the customer is in the database, add them and go to step 5.
4. If the customer is new, exit the customer list, add click “add customer” in the top right.
5. Click the “1” in the circle at the bottom left of the screen.
6. Add items:
	a. Select the proper main item.  If you select an item that 
                    has multiple options, select the proper option.
	b. Do not forget to add the “Credit Card Fee” item
7. Add discounts:
	a. When specials are being offered, they will be listed.  
	b. Only the board can authorize promotions
	c. Only the Pres & VP can authorize other discounts
8. Once all items/discounts are added, verify total is correct at bottom and click “Charge”
9. If the customer needs to pay using two methods of payment, click “split amount” in the top right.
10. Ensure the customer signs the transaction when prompted.
11. The customer MUST receive a copy of the receipt by either text or email.  They cannot decline.
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