Account handoff - Square
Last checked: October 2026 - Managed by: (organisation fills this in) - Prepared by Jade Zhao

This is a simple handoff sheet. You do not need technical experience to use it. Follow the steps in order.

What this is
The organisation's Square account for payments, staff permissions, and often online store tools.

Who owns the login?

* Square account owner / admin:

» Backup authorised person:

* Location name on the register:
Add administrators or authorised representatives with their own access. If DoorDash (or another delivery app) is integrated with
your POS, store hours may sync from the POS. Change hours in Square or Toast first so the apps do not fight each other. Never
put the password on this sheet.

ELI5 steps

Sign in at squareup.com or open the Square Point of Sale app with your staff login.

Confirm you are on the right business location.

To take a payment: add items (or an amount), tap Charge, let the customer tap / insert / swipe, wait for success.
Owner adds staff in Square Team / permissions tools. Give only the access they need.

When someone leaves, remove or disable their team permissions.

If DoorDash hours look wrong and POS is linked, change hours in Square first.
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Official help (US links; region may differ)

Add an administrator or authorised representative: https://squareup.com/help/us/en/article/6316-add-an-administrator-or-authorized-representative
Square Team permissions (article 5822): https://squareup.com/help/us/en/article/5822

Square account access (article 5591): https://squareup.com/help/us/en/article/5591

Warning / troubleshooting

« If DoorDash (or another delivery app) is integrated with your POS, store hours may sync from the POS. Change hours in Square or
Toast first so the apps do not fight each other.
* US help links. Your region may show different wording.

Do not

» Do not write PINs or passwords on this sheet.

* Do not leave former staff with admin access.
Longer guide
https://matchaxmoxie.qithub.io/matchaxmoxie/handoff-square.html

Footer: Who owns this account? - Backup: - Credentials in the password manager only - When someone
leaves, remove access - Last checked: October 2026 - Checked by: - Jade Zhao - independent guide, not affiliated with the platform
- Never put the password on this sheet.
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