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This sheet is meant to be easy to follow. If you are unsure, stop and ask the owner before making changes.
This is for the next person who needs to ring a sale and take a card payment without guessing their way through the screen.

Why tickets happen
Problems happen when the passcode is not clear, or when staff are not sure which device or location they are using.

Steps

On the Clover device, sign in with the passcode your manager gave you.
Open Register and tap the items or type the amount.

Tap Pay or Charge.

The customer inserts, swipes, or taps their card.

Choose a receipt method and then tap Done.

Write this down

Who owns the Clover account at clover.com.

Who gives out the device passcode.

The device or location name.

Never put the password or the passcode on this sheet.
Official help
Clover Help: https://www.clover.com/help/
How do | take a payment: https://www.clover.com/us/en/helpcenter/article/how-do-i-take-a-payment
Longer guide (with video)
https://matchaxmoxie.github.io/matchaxmoxie/handoff-clover.html
Last checked: October 2026. Never put the password on this sheet.
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