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The University Finance Office allows use of Square Credit card reader for campus fundraising efforts by employees and students, subject to the procedures outlined below.


Please indicate the name of your event (e.g. Cheerleading club t-shirt sale) and the anticipated date(s) Name and Date of event:



Please list the FOAP where your deposits should be coded:

PROCEDURES     FOR     USING SQ AURE CREDIT CARD READERS FOR FUNDRAISERS:


In order to accept credit cards for Wilkes fundraising events using a portable credit card reader, you must use the Wilkes University Square account which is maintained and monitored by the Finance Office. Setting up your own account and linking to a personal bank account is prohibited for University Fundraising.

You must have an iPad, smartphone, or other compatible device which allows log in to Square via a device code. This will enable your device to link with the University’s bank account.

Device options:

1- Use your own personal iPad, tablet, or smartphone (Must download the square app and ensure it will allow you to sign in using a device code)
2- Sign out an iPad from the Finance Office using this form if available – distributed on a first come first serve basis

To obtain a square card reader to use for your fundraiser, you may choose from one of the following:

1- Purchase a card reader at Rite Aid (or other retailer) at a cost of approximately $10. (Please note that the University is unable to redeem the card reader rebate). If you pay for the reader with personal funds, you may keep the reader. You may also buy a reader using University funds if you are going to continue to use it for ongoing fundraising within your club/department.
2- Inquire of the Finance Office to see if there are any readers available to borrow. 
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If you are using your own device:

You must install the Square software onto your device (squareup.com). (For iPads- In order for the software to install, you must first have the most recent iOS software update installed on the iPad.)

Complete, sign, and submit this form to receive a device code that will be unique to your fundraiser. This will attach your device to the Wilkes Bank account for automatic deposits, and will allow the Finance Office to deposit your funds to the correct account.

Enter your email address below to be used for Device code Activation:




You will receive an email inviting you to Wilkes University Square Account. Within two days, you must log in to the square app using the device code provided in the email; otherwise, the code becomes invalid.

You may now begin using the square app to accept payments.

Notify the Finance Office at the conclusion of the fundraiser so that the device code can be deactivated from your device.

If you are using a Finance Office iPad (only one available-first come, first served):


The Finance Office will prepare the iPad with any necessary software updates prior to you checking it out.

The Finance Office will provide you with an iPad password and a Device code for the Square app. Use the device code provided to login to the square app.

You many now begin using the square app to accept payments.

When your fundraiser is over, return the iPad and/or card reader. No funds will be credited to your account until an iPad is returned. A fee of $10 will be charged if the card reader is not returned.

Other Important Information:

[bookmark: _GoBack]Square charges a service fee of 2.75% for swiped transactions, and 3.5%+$0.15 for keyed transactions. The amount will be deducted automatically by square from your sales price, and the net will be deposited into the FOAP indicated above. The University does not allow charging customers an extra fee for using a credit card for fundraising events, so please consider the extra cost when establishing a price for your items. 

PLEASE NOTE THAT AUTOMATIC BANK DEPOSITS ARE RECORDED MONTHLY. (EXAMPLE: IF YOUR FUNDRAISER IS IN JANUARY, IT WILL BE CREDITED TO YOUR ACCOUNT IN THE FIRST WEEK OF FEBRUARY.) IF YOU NEED TO KNOW THE BALANCE THAT WILL BE DEPOSITED PRIOR TO THIS, YOU MAY CONTACT THE FINANCE OFFICE.





	 Signed Out (IPAD) or credit card reader only if applicable:

	Signature of responsible individual
	




	

I have read and agreed to the procedures outlined above. I am responsible for any
Signatures / Contact Information	equipment not returned.

	Signature of Responsible Employee/Student
	

	Printed name of Responsible Employee/Student
	

	Signature of Budget Manager/Club advisor
	

	Printed name of Budget Manager/Club advisor
	



PLEASE REMIT TO: 
FINANCE OFFICE, 32 West South St.
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