
 

				

 

Square Guidelines and Information 

What is Square: 
Square is a point of sale tool that allows companies to accept credit card payments 
in person or online. Its’ online based system eliminates bulky transaction hubs and 

streamlines the purchasing process. It’s idea for small kick-starter businesses that 
want to increase their ability to accept alternative payment options without investing 
in a transaction machine.  
 
Getting Started: 
Each company will receive one Square Reader to process credit card payments. To 
begin you must download the mobile app onto your device and set up an account 
for your company.  
You can download the app here 
 
Once downloaded sign up for a free account. You may ask your advisors to provide 

their information to set up an account since you will need someone over the age of 
18 to sign up or if someone in your company is over the age of 18 they may also 
sign up for the company. 

Navigate through the app until you reach the dashboard. This is where you can add 
your company’s information, product details and bank accounts. There are many 
useful tools your company can utilize such as invoice generators, inventory trackers, 

alerts and much more! We encourage every company to explore the resources 
Square has to offer. 

 
Please review the user agreement before your first Square transaction.  
User agreements can be found here: https://squareup.com/ca/legal/ua  

 



 

				

 

Keep in Mind 
Below are a few fees and conditions you should keep in mind before choosing to 

continue with Square.  
Please understand companies will not be penalized for choosing to not use 

Square.  

Each company has their own values and needs; therefore the JA staff are simply 
providing those who want to use Square with the opportunity to do so.  

o Square can process almost all credit card companies, however does not 
accept debit cards. 

o Under the Canadian law companies are not allowed to pass on credit 

card processing fees to customers.  

o All payment processes are conducted in CAD unless otherwise stated. 
 

Fees to Consider: 

Transaction Fee 

Swiped payments 2.65% of transaction total 
Manually inputting card number 3.4% of transaction total + 15¢ 

Online store sales 2.9% + 30 cents 

*fees on transactions as of 2017 

 

 


