
SECC Square 
Reader
Campaign Coordinator Instructions



After you have received your card 
reader from your Local Campaign 
Manager, download the Square 
Point of Sale & Payment
application from Google Play or 
the App Store.



1. Ensure your Local Campaign
Manager set up the account.

2. Obtain login credentials from 
your Local Campaign Manager.

3. Select ‘Sign in’.



Enter campaign email address and 
case-sensitive password.
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You must enable all device 
settings to proceed. To do so,
select each button and click Start
Using Square at the bottom of the 
screen. 
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Once you’ve logged in, attach the 
Square device to your phone and 
this pop up will briefly appear. 



To process payments, ensure your
phone has sufficient charge and 
signal. 

1. Enter the amount of the 
donation.

2. Select charge.

3. Swipe payment card.  
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After payment has processed, obtain donor 
signature. 
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Once the payment has been approved, 
the following screen will appear: 



1. Select a receipt option for your 
customer. 

2. Proceed to new sale. 
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1. Once your fundraiser has ended, select 
transactions at the bottom of the app. 

2. Tally sales from the event and complete 
the SECC Authorization Form including 
the charity recipient.  

3. If collecting payment for multiple 
fundraisers, ensure you have tracked 
separately. 

4. Remember to complete one form per 
event. 
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