
SQUARE ACCOUNT SETUP



Square account 
set-up works best 
on desktop or 
laptop computer. 
Avoid setting up 
on mobile device.   





The Boy Scouts of America 
National Council does not permit 
any regional or local councils, 
troops, packs, or units to use the 
National Council’s Tax Identification 
Number (TIN) when applying for a 
merchant processing account. 

You should use your Chartering 
Organizations (TIN). 













This 
information 
should be 
Charter 
Organization 
details.





















ADDING TEAM MEMBERS
Invite team members, the parents/Scouts you would like to have access to your popcorn products at 

store fronts or door-to-door sales. Adding team members allows for proper tracking of sales. 





An email will be sent to Team 
Members to create login and have 
access to your products at store 
fronts or door-to-door sales.



Create job title and 
select Pay type as None. 





The Square system requires you 
to create a Personal Passcode 
for each Team Member. They 
will not be using it for your 
Popcorn sale.



Remove full access and 
select which permissions 
you would like for your 
parents/team members to 
have access to. 



ADDING PRODUCTS





Add all products to item library. Duplicate items and add Take Order before product name for 
items sold but not delivered. i.e. “Cheddar Cheese” for DELIVERED products and “Take Order 
Cheddar Cheese” for products to be delivered to the customer in the future. 

Be sure to have parents/Scouts add customer information to all Take Order items. 

★ Be sure to add “Donation” item, leave the price option blank and donation amount can be 
entered at check out. 



Units can track available inventory in Square. 
Numbers must be updated manually based 
on Unit invoice and available product. 

★ Be sure to update available inventory at 
every product pick-up and reorder.



Update current stock numbers.

Select “Low stock alert” and get 
alerts when you drop below a 
specific amount. 





INVITING OTHER UNITS TO SQUARE 
When your friend starts processing payments after signing up using your referral link, you’ll both 

receive free processing on $1,000 in sales for 180 days.








