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Canmore Art Guild 
2019 SALES PROCESSING 

A Sales Receipting Video is available on the Gallery website. 
https://www.canmoreartguild.org/mbrgallery 
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A. Receipting Procedures General Information 
 

  

Square Chip Reader – ‘TAP or INSERT’ 

Square Magstripe 
Reader 

‘SWIPE’

Opening the Gallery 

▪ Before you open the gallery, remove the charging cables from both 
the Square Reader and the Samsung Tablet. 

▪ Turn on the tablet and make sure the Square Reader is connected. 

▪ Move the Donation Box to the front. 

▪ The Cash Register Box is located in the locked file cabinet and can be 
brought out only if you need to make change. 

Samsung Tablet Features 
Viewing the image of the Samsung tablet please note the 
following features: 

▪ The ON/OFF Button is located on the top right-hand 
edge of the tablet. Hold it for a few seconds to turn it 
on.  

▪ At the top of the screen, note the letters ‘LTE’, 
indicating the tablet is connected to our service 
provider, Bell Mobility. 

▪ Swipe the Screen to Unlock the tablet. 
▪ The HOME Button (Refresh) will bring you to the front 

page. 
▪ Pressing the GO BACK Arrow will return you to the 

previous screen. 
▪ Select the SQUARE Sale Icon to open the payment 

screen 
▪ Attached to the tablet is the SQUARE Magstripe 

Reader. Do not remove it from the tablet. 

Square Readers 

Select the SQUARE ICON on the Tablet 

▪ The ORANGE BAR will go through the process of: ‘Checking for 
Updates’, and ‘Establishing Secure Connection’.  

▪ Once the Chip Reader is connected, the orange bar will 
disappear and the reader will say “Reader Ready”. 

SQUARE CHIP READER:  
This Reader is used to TAP or INSERT a debit or credit card.  
▪ To turn on the Square Chip Reader press the small power button on the side.  Four 

green lights will appear indicating that it’s charged & connected to the Tablet. 

▪ If selecting the ‘ON’ button on the Square Chip Reader didn’t connect to the Tablet 
and the Orange Bar still appears at the top of the screen, refer to the 
“Troubleshooting Section”. 

MAGSTRIPE READER:  
To use the Magstripe Reader a credit or debit card is SWIPED. 
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WIFI 
 

IMPORTANT! This terminal connects ONLY to the BELL cell phone network. The LTE on the top-right 
corner of the Tablet indicates it’s connected.  

The WIFI is turned OFF and is set to DATA which the Guild pays for. 

DO NOT turn on the WIFI or use the tablet for your personal use. It is to be used only for Gallery 
Payments. 

See Gallery Binder Section for using WIFI on ‘your personal’ device. 
 
 

Receipting Basics 

 

ALL transactions must have a Paper Receipt and processed through the Square! 

▪ This includes all Gallery Sales, Memberships, Gift Certificates, Fund Raising Proceeds etc. 

▪ Besides DEBIT and CREDIT card transactions, all CASH/CHEQUE transactions must also be 
processed through the Square. 

▪ Complete ALL information required on the paper receipts. It’s important to have full contact 
information such as phone and email in case the sale didn’t go through. 

▪ Complete all other information such as Home Community etc. 

 

Sales Receipting Methods  

 

▪ Credit & Debit Cards: MasterCard, Visa, American Express & 

Apple Pay are all accepted 

▪ Cash Sales: All cash received is receipted through the Square. The Square acts as a Cash Register 

and will automatically calculate the correct change to give back to the customer. The metal CASH 
BOX REGISTER is located in the locked file cabinet in the back room. 

o ATM: Customers can also obtain cash from the ATM cash machine in the Elevation Place 

atrium. 

▪ Cheques: Cheques exceeding in the amount of $250 are ‘not’ accepted. On the back of the 

cheque write down 2 pieces of ID such as a driver’s license and credit card along with their contact 
information. If you’re not sure whether to accept a cheque, you can contact the artist for 
verification. 

 

Note: Not all cards have the CHIP or TAP technology. Enter the card number manually. If the card still 
doesn’t work, refer the customer to the ATM cash machine. 
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B. RECEIPTING Steps 1 to 6 

Step 1: Paper Receipt 

Paper receipts are to be issued for ALL transactions. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Completing a Paper Receipt: 

▪ The receipt book is located in the front desk drawer. (Extra books are in the Finance 
Cabinet.) 

▪ Use the receipts in numerical order. Please! 

▪ Complete the receipt in full, including email, phone, home community etc. 

▪ If payment is for a “Membership”, indicate this on the receipt. 

▪ The receipts are in 3 parts: 

White Copy: Top white copy is given to the CUSTOMER 

Yellow Copy: The 2nd copy goes to the TREASURER.  

Place the yellow copies along with any cash/cheques in a white envelope at the end of your 
shift in the Donation Box. 

Pink Copy: The 3rd copy is for the artist. The artist can take their receipts at the end of the 
show. 

 
 

Reminder! Please complete all fields! 
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Step 3: Add & Charge 

 When the Sales Entry Screen pops up, enter the 
sales amount.  

 Confirm the artist name and total sales amount are 
correct.  

 If not, select Current Sale to correct the transaction. 

 When ready, select ADD 

 Next, select CHARGE 

Step 2: Categories & Artist Sales 

With the SQUARE “Sales” window open: 

 Select ‘Page 1’ on the Menu Bar, then select “Artist 
Sales” to view the list of Artists 

 Select the Artist Name of whom the sale was for. 

Sales Entry Screen 

X Jane Doe 

$35.00 

ADD 

Current Sale   1   
Charge $35.00 

No Sale   

 Page 1     

Charge $00.00 

$00.00 
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X Split Amount 

$35.00 
Swipe, Insert or Tap to Pay 

Contactless payment methods are enabled 

  
Cash $35 $36  $40  Custom 
  

  
Manual Credit Card Entry > 
  
Gift Card > 
  

  
Card on File > 
  

  
Invoice > 
  

  
More > 
  

Step 4: Swipe, Insert or Tap 

 When the ‘Swipe, Insert or Tap to Pay” window pops up, 
you’re now ready to process the payment.  

 Do not select any of the amounts on the Cash line!  

 TAP the debit/credit card if the amount is $100 or Less 

 INSERT their card if the amount is Over $100 

 SWIPE use the Swipe method only if the Square 
Tap/Insert Reader did not accept the payment. 

A Pin or Signature is Required for Amounts over $100. 

MasterCard, Visa, American Express & Apple Pay are all 
accepted. 

INSERT SWIPE 
TAP 

Step 5: Cash or Cheque 

Cash: On the ‘Cash’ line, select the denomination that the 
customer gave you.  

 For example, if the customer gave you the exact 
change, select that amount. 

 If the customer gave a denomination that doesn’t 
appear, select ‘Custom’ and enter the amount 
received. (i.e. $50-dollar bill) 

 The next screen will indicate the amount of change 
to give back to the customer. (i.e. $15 change) 

 After giving the customer their change, place the 
exact amount of the sale in a sales envelope with 
the paper receipt. (i.e. $35)  

 The Cash Float should always be $225. 

Cheques: select the exact amount of the cheque 

 A maximum amount of $250 can be accepted for 
any cheque.  

 Write 2 pieces of ID on the back of the cheque, 
including a phone number. 

X Split Amount 

$35.00 
Swipe, Insert or Tap to Pay 

Contactless payment methods are enabled 

  
Cash $35 $36  $40  Custom 
  

  
Manual Credit Card Entry > 
  
Gift Card > 
  

  
Card on File > 
  

  
Invoice > 
  

  
More > 
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Step 6: Square Receipt 

Sending the Square Receipt:  

 Select either the Text Receipt or Email Receipt - the 
keypad will automatically pop up 

 ‘No Receipt’ is not recommended unless they don’t 
have email or mobile phone service. 

 Select New Sale to return to the main menu 

Paper Receipt: 

 Give the ‘white’ paper receipt to the customer 
 Place the Yellow Copy with any cash in a sales 

envelope.  
 Deposit the envelope in the Donation Box at the 

end of your shift, or the last shift of the day. 

 

 Text Receipt 
  

 Email Receipt 

  
 No Receipt 

Send 
 

Send 
 

$35.00 
How would you like your receipt? 

New 
 

& 

 For sales of more than one artist on a single 
transaction, complete the Paper Receipt as per 
Sample. 

 From SQUARE, select the first artist name 
 Select ADD & enter their sales amount 
 Before selecting Charge, select the second artist 

name and enter their sales amount 

X Jane Doe 

$20.00 

ADD 

X John smith 

$35.00 

ADD 

▪ The ‘Current Sale’ will indicate more than 
one transaction & the Charge box will show 
the total amount of both sales. 

▪ Select CHARGE 

▪ Following Steps 4 and 6 to complete the 
transaction. 

Current Sale   2   
Charge $55.00 

Adding Multiple Artist Sales on One 
Transaction 
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C. Sold Artwork Information 

Releasing Artwork 

 

All artwork must be “paid in full” at the time of purchase before releasing the artwork. 

Place a Red Dot ⚫ on the label beside the art piece that was sold. 

As per the Gallery Policy: “If any piece of artwork sells, ideally the piece will be left in the show until the end. The 
artist should be advised immediately if the piece has been sold or a deposit has been paid. If the buyer needs to take 
it immediately, the artist may replace it with another piece or the display will be adjusted to fill in the gap.” 

 

▪ Artwork can be released at the time of the sale provided it was paid by Cash, Debit or Credit Card only! 

▪ If paid by a Cheque, then the artwork can be released after the cheque has been cleared through the 
bank. Contact the Treasurer to let him/her know there is a cheque to be processed. 

▪ If the artist doesn’t have a replacement piece, contact the Gallery Director(s) that an art piece has been 
sold from the wall gallery. They will re-arrange the artwork accordingly. 

 
Bin Art 

 

Bin art can be released at the time of the sale provided it’s paid by cash, debit or credit card. If paid by Cheque 
contact the artist for approval before releasing the bin art. 

 

Deposits on Artwork 
 

All artwork must be paid in full at the time of purchase; however, it can be held with a minimum deposit.  

Place a Blue Dot ⚫ on the label of the art piece. (Dots are located in the Receipting Section of the Gallery 
Binder.) 

▪ Collect a minimum deposit of 15% of the sale price 

▪ The purchaser has 48 hours to either pay the balance or decline the purchase. 

▪ Process the deposit through the Square 

▪ On the Paper Receipt, check the box “Deposit” 

▪ Place a sticky note on the desk and receipt book so the next sitters are aware of the deposit. 

Contact the artist: Notify the artist that a deposit has been placed on their art piece. Give them the name and 
phone number of the customer so they can communicate with the purchaser within the 48 hours. 

If the customer hasn’t paid the balance, then the Blue Dot is removed and the art is available for sale. 
 
Refunding the Deposit: Contact the Treasurer or Gallery Orientation Coordinator to refund the deposit. 
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D. Last Shift of the Day 

Balancing Cash and Sales Transactions 

 

1. Balance the Cash Register:  Count all the Cash then subtract the 
$225 Float.  Place the remaining cash in the Sales Envelope. 

2. Sales Envelope will include: Cash Sales, Cheques & Paper Receipts 
for sales, memberships, gift certificates etc. 

3. Place the Sales Envelope in the DONATION BOX 

4. Return the Donation Box to the back room.  

5. Lock the Cash Box in the FINANCE File Cabinet. Return the key to its hiding place. 

 

Note: for privacy reasons, all sales slips must be placed in an envelope. 

 

Charging the Tablet & CCR Square 

 

SHUT OFF the Samsung Tablet at the end of your shift! 

The Tablet is to be turned off in order to reduce Data usage fees. 

WIFI is turned off for the same reason. Members should be using their own devices and 
not the Guild’s tablet for personal use. 

▪ Press and hold the small button on the top right-hand side of the Tablet.  

▪ A window will pop up > select Power Off. 

▪ Return both Samsung Tablet (white cable) and CCR Square (yellow cable) to the 
backroom and plug in both devices to recharge. 

▪ Set them on the Docking Station and not on the counter. 

 

 

E. Orientations 
 
Please note, in order to arrange a Gallery Orientation, or if you require assistance using the Square receipting 
system please contact: 

Gallery Orientation Coordinator 

(vacant)  

Member Orientation 

To book an orientation, please email Esther Eisenring at mypaintings@gmx.com 

A Sales Receipting Video is available on the Gallery website: https://www.canmoreartguild.org/mbrgallery 

Treasurer: 

Frank Delanghe at 403-707-6466 – treasurer.cag@gmail.com  

CASH REGISTER 
Total Cash:  $550.00 
Less Float:      (225.00) 
Equals Total Sales:  $325.00 

mailto:mypaintings@gmx.com
https://www.canmoreartguild.org/mbrgallery
mailto:treasurer.cag@gmail.com
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F. Troubleshooting 

Chip Reader Not Connected 

If the Square Reader is not connecting: 

▪ When first turning on the SQUARE, an orange bar will appear at the top of 
the Tablet. Make sure the Reader is near the Tablet. 

▪ The Reader should automatically connect to the Tablet. If not, “Press Button 
on Reader to Connect”. When connected, the message will say ‘Reader 
Ready’. 

▪ If selecting the ‘ON’ button on the Square Reader didn’t connect to the 
Tablet and the Orange Bar still appears at the top of the screen go to the next step.  

▪ Select the Horizontal Bar Icon on the top left of the tablet > select Settings > Card Readers > and select the 
“Contactless+Chip”. Follow the instructions to ‘PAIR”. 

▪ 4 Orange lights will appear on the Reader, hold the Power Button until they blink, then set the Reader close to 
the Tablet. 

If it still hasn’t connected, restart the Tablet. 
 

Clearing a Transaction 

Select ‘Current Sale’ 

Option 1: select the Artist Name you want to clear 

▪ Enter Amount 

▪ Select REMOVE > select CONFIRM 

 

Option 2:  

▪ Select the down arrow  to view the 
transaction 

▪ Select CLEAR & redo the sales transaction 

 
 

 

Viewing All Sales Transactions 

To view all sales transactions, select the icon on far-left corner    
▪ Select Transactions 
▪ You can select each transaction to view what type of 

transaction to make sure it was processed: Interac, Visa, 
MasterCard, American Express or Cash 

▪ If the transaction didn’t process, contact the purchaser and the 
Treasurer. 

  



11 | P a g e  
 

Adding New Artists 

The Orientation Coordinator or Treasurer adds the new artists to the list; however, if an artist needs to be added 
right away follow these instructions: 

▪ Select the icon on far-left corner    
▪ Select Items > Create an Item 

 
NAME:   last name, first name 
CATEGORY:  Artist Sales 
DESCRIPTION:  enter email address 
 Or “Guest Artist” if applicable 

 

 

How to Cancel a Sales Receipt Made in Error 

All sales are final! In some instances, a refund may be required; however, the refund must be approved by the 

Treasurer. For example, if a deposit was made on an art piece; and the customer decided not to purchase it, 

please notify the treasurer who will issue the refund. 

An exception would be if you made an ‘error’ in processing a sale. You can go ahead and cancel the transaction 
in order to correct it. 

Select the Icon on the far left of the Tablet   
▪ From the CHECKOUT SCREEN select TRANSACTIONS 

▪ Select the transaction that you want to cancel 

▪ Make a note of the amount to be cancelled 

▪ Select the box: ISSUE REFUND 

▪ Enter the $ amount 

▪ Select the Reason for Refund: Accidental Charge 

▪ Back at the Transaction, select the box: NEW RECEIPT 

▪ Enter the customer’s email or text number → 

Debit or Credit Card refunds may require the customer’s 

Security Pin Number. 

NOTE: once a transaction has been cancelled an orange circle will 

appear with an arrow. 

Once completed, select the back arrow  on the tablet then Checkout 

to return to the main page. 
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  ▪ Turn on the Sumsung Tablet: small button on the 
top right-hand edge of the tablet. Check for the 
LTE at the top right-hand corner indicating that 
you’re connected to Bell. 

▪ NEW! Swipe Screen to Unlock the tablet 

▪ Select the SQUARE Sales Icon on the tablet. 
▪ The ORANGE BAR will go through the process of: 

‘Checking for Updates’, and ‘Establishing Secure 
Connection’. Once the Reader is connected, the 
orange bar will disappear and the reader will say 
“Reader Ready”. 

▪ Turn on the Square Reader by pressing on the small 
button on the side. Four green lights will appear 
indicating that it’s charged & connected to the 
Tablet. 

▪ If selecting the ‘ON’ button on the Square Reader 
didn’t connect to the Tablet and the Orange Bar still 
appears at the top of the screen, refer to the 
“Troubleshooting Section”. 

▪ The last shift of the day, turn the Samsung Tablet 
OFF so that data is not used. 

 

 

▪ ALL transactions, including Cash, Cheque, Debit or 
Credit cards must have a Paper Receipt and also be 
processed through the Square! 

▪ Complete the paper receipt in full including the 
phone, email, home town etc. 

▪ If there’s an issue with the payment, the treasurer 
must be able to contact the purchaser. 

 
 

 

With the SQUARE “Sales” Menu Open 

▪ Select ‘Page 1’ on the Menu Bar, then select 
“Artist Sales” to view the list of Artists 

▪ Select the Artist Name of whom the sale was for. 

 

 

▪ When the Sales Entry Screen pops up, enter the 
sales amount. Confirm the total sales amount is 
correct. 

▪ Select ADD 

▪ Select CHARGE 

Samsung Tablet & Square 

Step 1: Paper Receipt 

Step 2: Artist List 

Step 3: Add & Charge 

G. RECEIPTING QUICK LIST 
 

Current Sale   1   Charge 

$35.00 

X Jane Doe 

$35.00 

ADD 

No Sale Current Sale   
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If the Square Reader is not connecting: 

▪ “Press Button on Reader to Connect”. 
When connected, the message will say 
‘Reader Ready’. 

▪ If selecting the ‘ON’ button on the Square 
Reader didn’t connect to the Tablet and the 
Orange Bar still appears at the top of the 
screen go to the next step.  

If not connecting, follow these instructions: 

▪ Select the Horizontal Bar Icon on the top 
left of the tablet > select Settings > Card 
Readers > and select the 
“Contactless+Chip”. Follow the instructions 
to ‘PAIR”. 

▪ 4 Orange lights will appear on the Reader, 
hold the Power Button until they blink, 
then set the Reader on top of the Tablet. 

If it still hasn’t connected, restart the Tablet. 

 

You’re now ready to process the sale by one of the 
following methods through the SQUARE: 

▪ Tap or Insert Debit or Credit Card: Do not select 
any of the amounts on the Cash line! Have the 
customer TAP or INSERT their card into the Square 
Reader. 

▪ Swipe Credit Card: use the Swipe method only if 
the Tap Reader did not accept the payment. 

▪ Cash or Cheque: On the ‘Cash’ line, select the 
denomination that the customer gave you. (i.e. 
$20 for a $5 sale). The next screen will indicate the 
amount of change to give back to the customer. 

▪ Send Square Receipt: enter email or phone no. 
▪ Give the white paper receipt to customer 
▪ Place the Yellow Copy with any cash in a sales 

envelope. Place the envelope in the Donation Box 
at the end of your shift or the last shift of the day. 

 

 

 

▪ You must select ‘CHARGE’ before inserting or 
tapping the credit/debit card. 

▪ If the customer didn’t insert or tap their card soon 
enough and the Square timed out, select CHARGE 
again. 

▪ If the Pin or Signature window didn’t pop up for 
transactions over $100, then check whether the 
Square Reader is turned on & the Samsung Tablet 
says “Reader Ready”. 

▪ The customer’s card doesn’t have Chip or Tap 
technology. If the Swipe method doesn’t work 
either, their credit card number can be entered 
manually or they can pay cash. There’s an ATM 
machine in Elevation Place, just outside the 
gallery.  

▪ Clearing a Transaction:  select ‘Current Sale’ > 
Artist Name > Remove > Confirm. 

 

Contact the Orientation Coordinator or Treasurer if 
you require further assistance. 

Coordinator: 

  

Frank Delanghe at 403-707-6466 
treasurer.cag@gmail.com 

 

Step 3: Swipe, Insert or Tap 

Troubleshooting 

X Split Amount 

$35.00 
Swipe, Insert or Tap to Pay 

Contactless payment methods are enabled 

  
Cash $35 $36  $40  Custom 
  

  
Manual Credit Card Entry > 
  
Gift Card > 
  

  
Card on File > 
  

  
Invoice > 
  

  
More > 
  INSERT SWIPE 

TAP 

Chip Reader Not Connected 

mailto:treasurer.cag@gmail.com

