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1. QUICK REFERENCE GUIDE
Cash and Credit Cards

START A SALE (page 9)

1.

Touch item (Fare, Pass, etc.) to auto-populate the amount of sale or scan from price sheet.
Touch/scan once for one ticket, twice for two, etc.

Touch the blue “Charge” button, lower right, to get the tender options or

Touch the “Current Sale”, upper right, to receive the dropdown list to clear the entire sale and
start over.

CASH TENDER (page 16)

1.

4.

Take the cash from the customer and touch the appropriate amount displayed on the screen,
the system will identify the correct change or

Touch “Custom” and key in the amount received

Follow the screens to complete the transaction. Touch “No Receipt” for all sales under $50
(unless customer requests one).

Touch “New Sale”, upper left, for next transaction.

CREDIT CARD TENDER (page 15)

1.

3.
4.

Many credit cards will be chip cards, but a customer’s card may be a “tap” or “swipe” card.
Phone pay options are the same as a tap card. The card type determines how to proceed.
Have the customer swipe, insert or tap the card/phone and follow the screens to complete the
transaction. Touch “No Receipt” for all sales under $50 (unless customer requests one).

Sales amounts of $50 and above require a customer signature on the tablet.

Touch “New Sale”, upper left, for next transaction.

REFUND/VOID A TENDERED SALE (page 22)

1.
2.

3.

Touch the = icon in the upper left and select “Transactions” from the dropdown list.

For a credit card refund/void insert, swipe or tap the card. The sale to void will appear on the
right.

Touch “issue refund” and follow the instructions on the screens until the “refund complete”
screen is displayed. Touch done and select “Checkout” from the left to get back to the main
menu for next transaction.

For cash sale search the transactions on the left, select the correct amount

and touch “issue refund”. Return money to customer. Touch done and select “Checkout”
from the left to get to the main menu for next transaction.

FOR HELP AT ANY TIME CALL KAREN KERTZMAN AT 612-387-6069
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2. HARDWARE

Ticket Booth Components: Red Tablet

1 Samsung Tablet (with Power on/off button & sleep mode)

2.Swipe 3.Chip&Tap 4.HotSpot 5. Scanner
Reader Reader

1. Samsung Tablet: All cash and credit card transactions will be processed through the
“Square” POS application

Swipe Reader: Swipe non-chip credit cards

Tap & Chip readers: Tap card on the reader or insert chip end in front. Phone tap also
Hot Spot: Provides network connectivity to process credit cards

Scanner: Scans barcodes from ticket booth cheat sheet rather than touching screen

vk wnN
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Component descriptions:
1. Samsung Tablet

» Runs the Square Application.

» Use the Square Application to process all sales, cash, credit card and phone pay.

» Power tablet up at beginning of day, power off at end of day.

» System will go into sleep mode after 10 minutes of inactivity. Lightly tap power button
to wake up system. Swipe screen to bring up the Square Application.

2. Card swipe reader

Swipe card reader plugs into the headphone jack, design showing. Swipe with front side of
card facing and magnetic strip closest to tablet. Will not work with chip cards.

3a. Tap Reader (The tap and chip reader are on the same device)

Customer taps their tap enabled credit card on tap device on symbol.

3b. Chip Reader (The chip and tap reader are on the same device)

Chip reader slot Black round power button Quick flash of lights
Place card chip in, face up and charging port indicates power on

» Reader will time out after a few minutes of inactivity. Press black button on the back to
power on. Green lights will flash briefly indicating power is on.
» Red lights on display indicate battery power is low.
» The customer should know if their card is a tap or chip card.
4
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4. Hotspot

Power Button
Press power button to turn on. The LED displays will turn blue

T

LED INDICATOR DISPLAYS

See next page for description of individual displays
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4. Hot Spot Descriptions
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5. Scanner

e
iy ||

» The scanner is attached to the charging port of the tablet

» Point scanner at barcode and press the ticket to activate

» The scanner can be attached, or detached, at any time without affecting transactions
> It’s your choice to use the scanner or tablet buttons

» Scanner will be left in the ticket booth — does not need charging
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Ticket Booth Components: Red Tablet (continued)

The tap/chip & hotspot devices will be attached by Velcro to the Donation Box for ease of use
and safekeeping. The procedure will be noted in the Foreman’s instructions

APPRECIATED |

| |Help Keep Restorations Going) .

| This Trolley Ride is brought to you by hundreds of I
VOLUNTEERS |
ANOTT He ,

L l'!.‘.a_lﬁt#n.e,me Operatlans
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Processing Sales:

The tap buttons on the screen may change content or location during the season. Fares should
remain on the right.
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Touch the Square icon to open application Touch OK to clear non-POS message

Main Menu

O BT

Precs Button on Rogder fo Coarect - Loom Mot

Fass: 11 Ride
Erlsramanis

Girt Cards Danalion

Keyoad
Christkrirdismarkt Grost TROLLEY

| Taxathe Marchandise

ELMHS Shisttle Man-Taxable
Barchandise

There are two types of sales, fixed and variable. A fixed price option populates the amount automatically, a
variable price option requires the price be added at time of the sale. The fixed price buttons used at the
ticket booth are Fare, and Passes. Donation is the only variable price button used at the ticket booth.
Multiple items may be rung up on the same transaction such as three tickets or tickets and passes.
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Fixed Price Item: For this exercise we will use the “Fare” item, it will work the same on Pass:
Day, Pass: 5 Ride, Pass 10 Ride, Pass: Season.

= No Sale o
All ltems
Pass: Day Pass: 5 Ride
Categories
Pass: 10 Ride Pass: Season
Discounts
Gift Cards Danation
Keypad
| Christkrindismarkt Ghost TROLLEY
I Taxable Merchandise
ELMHS Shuttle Mon-Taxable
Merchandise
| Charter
LegIn Charge $0.00

Touch the Fare option once to sell 1 ticket, touch 3 times to sell 3 tickets, etc. “No Sale” on
the upper right will change to “current sale”, items will be listed as “Fare” with their price and
the “Charge” field on the lower right will add up the sale. Examples follow.

10
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Example of a 1 Fare sale: NOTE: IN 2021 FARES WERE INCREASED TO $3, examples reflect old price

= Current Sale v
All ltems
Tax (O
Pass: Day Pass: 5 Ride
Categories
Pass: 10 Ride Pass: Season
Discounts
Gift Cards Donation
Keypad
| Christkrindlsmarkt Ghost TROLLEY
I Taxable Merchandise
ELMHS Shuttle Mon-Taxable
Merchandise
| Charter ——
Charge $2.50

Note, the word “Fare” is now displayed on the upper right, “Charge” in the lower right is now $2.50

Example of a 3 Fare Sale

= Current Sale ~
FARE FARE x 3
All ltems
Tax (Off)
Pass: Day Pass: 5 Ride
Categories
Pass: 10 Ride Pass: Season
Discounts
Gift Cards Donation
Keypad
| Christkrindlsmarkt Ghost TROLLEY
I Taxable Merchandise
ELMHS Shuttle Mon-Taxabla
Merchandise
I Charter
Charge $7.50

Note “Fare” in the upper right is now “Fare X 3 and “Charge” in the lower right is now $7.50
11
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Variable Price: For this exercise we will use the “Taxable Merchandise” item, it will work the

same on Donation, Taxable Merchandise and Charter sales.
NOTE: STARTING IN 2019 TAXABLE MERCHANDISE IS NO LONGER A BUTTON OPTION. THE

DONATION OPTION WORKS THE SAME WAY. CASH DONATIONS DO NOT NEED TO BE RUNG
UP IF THEY ARE DROPPED IN THE DONATION BOX.

FURE

Pass Dary Pacs: 5 Ride

Pass 10 RMde At Season

| Creristkrindismarii Gzt TROLLEY

ELMHE Ehutlz Fon-Takakde
M hared o

| Charbe:
Charge S0.0d

Touch the “DONATION” option, you will be presented with the price input screen

. Taxable Merchandlse

12
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Key in the amount of the item, $2.50 in this example

Rracin Neaty =

*  Tambic Merchandiss

$2.50 displays on the screen, touch “Add” at the top right or the = at the bottom right to add to the sale and

to be returned to the menu screen below

Current Sale

FARE Taxabla Merchandise 5250
Al Hams
Tae {lreciucled)

Fuas: Cany Pass: 5 Rida
Categories

Fass: 11 Hiske Pass! SRdsan

eount
GIFt Cars Danatian
Heymad
I Chrigtkrindlsmarkt Ghost TROLLEY

I Tazathe Marchandisy

ELKMHS Ehutile Marn-Taxable

B hen wd b

» Additional items may be added to the sale (see next screenshot) or proceed to payment options

(described later in document).
13
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With additional items on the sale:

Reader Ready mo

Current Saie

Taxalale Misrchanadize

All Rems
Pazs: Day Pazs: § Ride
Categories
Lihatinn
Pass; 10 Ride Pass: Boason
Discounts
Mon-Taxable Merchandise
it Sarchs Donatien
Tax [Inclueded)
Ky pad
I Christirindlsrnarit Ghost TROLLEY

| Tarable Merchandisa

Mon-Tamablc
Marchandise

ELMHE Ehuttia

I Churter

Screenshot with multiple items; Taxable Merchandise, Fare, Donation and Non-Taxable
Merchandise. To add items continue to select from Menu until all the customers items are
included. The “Charge” button will turn blue. Touch it to tender transaction (documented
later in the procedure).

14
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4. TENDERING SALES

Touch the blue [EIEERYA on the lower right corner (see previous screen). It will bring you to the payment
screen for select of tender type for the transaction.

£7.50

Swipe, Insert; or Tap to Pay

Cash

Manual Cred|t Card Entry

Rl

There are two options, credit card (Swipe, Insert or Tap) or Cash.

Credit Card transaction

Credit Card options; swipe, insert chip card, tap card or phone tap. The customer’s card type
will determine which credit card option is used. Following the swipe, insert or tap two
different screens will be displayed (example below). One acknowledges credit card approval,
the second displays the “New Sale” option (upper left) signaling the transaction is complete
and you can move on to the next sale.

1. 2.

(ze i
No Chamge
£7.50 1T

» No receipt is required for credit card sales under $50. Over $50 it will ask about a receipt
similar to cash option described later. Touch “New Sale” on upper left to return to menu
screen for next sale.

15
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Cash transaction

$7.50

Swipe, Insert, or Tap to Pay

Manual Credit Card Entry

The cash line displays choices of cash options the customer may present. The options vary by the amount of
the sale. In this case the customer may present the exact amount $7.50, or they may give you $8, $10 or $20.
Touch the amount given and the system will calculate the change. The “custom” option is used if they hand
you an amount not displayed, i.e. $8.50 for a $7.50 sale. A new screen will be displayed when you touch
“custom” allowing the amount to be entered. At the end of the transaction the following receipt screen will
be displayed.

(- oicimsuum|
$2.50 change

Cmal ol 3 W00

Hevs dey you mant o recEive your dicptal rece it

Because there is no printer, ESL can only text and email customer receipts. We do not require
a receipt for a purchase under $50, touch on the “No Thanks”. If the customer requests a
receipt select the text or email option, hand them the tablet and have them key in their
information.

16
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T LLLLLLTTT)
%0.50 change

D of E5.00

a

Touch “Text Receipt” to produce this screen. Customer can type in their cell phone number.
or
e ivaeci|

Onr; of 5300

T ) Wit T TRCE e walr 1 Chad el

Cl
=
(x ! &
1 3 3 5 3 E ] 3
q W ¢ r 1 ¥ u | o [ =]
a 5 d f g t i k
U ra = C W o n m
@ 4 I

Touch “Email Receipt” to produce this screen. Customer can type in the email address.

Note: If a credit card has been used in the Square application in the past, at any vendor, their
text or email information will already be populated.

Touch the highlighted “Send Receipt” to complete transaction. Touch “New Sale” in the upper
left to return to menu screen for the next transaction.
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5. Correcting a sale before tendered:

There are two options for deleting or correcting an item BEFORE the sale is complete and
tendered. The first is to delete the line item you want to remove or change. The second is to
clear the whole transaction and start over.

Delete line item

Current Sale
FARE FARE $2.50
Al Hams
Taxabie Merchandise 5712.590
Pass: Day Pass: 5 Ride
Categories
Doration E6.00
Pass: 10 Ride Pass: Season
Discounts
paon-Taxabée Merchandise §3.50
Gift Carcs Donation
Tax (included]
Moy
| Christhrindlsmart Ghost TROLLEY
| Taxable Marchandi e
ELMHS Shisttle Non-Taxable
Merzhandssa
| Charbér

The blue Charge field displays a total sale of $24.50. The customer decides not to buy the
taxable merchandise item for $12.50. Lightly touch and swipe left the “Taxable Merchandise”
item of $12.50. A option will appear as shown on the next page.

18
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Readsr Ready o

Current Sake

Al Hams
¥ Merchandine 1250 Dedrte
Fass; Dy Pass: 5 Ride
Categorias
Comation 56,00
Pass: 10 Ride Pasa: Season
Discounts
Mon-Taxable Merchandiss 53,50
Gift Cards Daonatian
Tax firchuded)
Feypasd
| Christikrindismarkt Fhost TROLLEY
| Taxable Merchandisge
ELMHS Shutile Mon-Taxable
MarcharEse
| Charter

Current Sale
AR FARE 5250
AN Hems
Diznatlcn 56.0:3
Pans: Fay P 8 ke
Categories
Mon- Taxable Merchandise £3.50
=y Fass: 11 Rida Pass: SRasOn
Cipsounts
Tax 401
Zift Cords Dionatian
Mty
I Christkrindismarkt host TROLLEY
| Taxachs Marckandiss
ELMHS Shuttls Man-Taxable
s bl b
| Chartar

The $12.50 “Taxable Merchandise” has been deleted. The “Charge” field total is now at

$12.00. Touch Blue Charge button to finish the sale.
19
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Clear Total Sale

A |Sems

Pa=s: Day Pass: 5 Ride
Categories

Pass: 1 Rl Prass; Semamnm
Discounts
Gift Cands
Keypad

I Chrstkrindlsmarkt GRast TROLLEY

ELMHE Shutlle

Diociartion

Taxable Marchandiso

Mo Taabie
Merchansise

Current Sale

Taxahie Merchandse 5.0
Domaton SE.OO
Mo Takaltibe M el s 5350

Tax JInclinbed)

Touch v to the right of “Current Sale” to get the dropdown menu of options.

A Sams

Pa=s: Day Fass: 5 Ride
Categories

Paamss: 0 Rl Prass: Semdmnm
Discounts
Gift Cands
Keypad

I Chrstkrindiamark? Ghost TROLLEY

ELMHE Shutlle

I Charlar

Touch “Clear Items” from the dropdown.

20

Diociarthon

Taxabla Marchanodiso

Mo Taabie
Merchansd e

Current Sale

Add Customer

Ciear ttems

Domaton SE.0O

Mo Takaltibs hierc ol i

3350

Tax (Ineliohed)
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Reader Ready m

All ltems
Fass: Cay Pass: 5 Ride
Categories
Pass: 10 Ride Pass: Season
Discounts
IRt Cards Donatiomn
Heypad
| Christkrindismarkt Ghast TROLLEY
| Taxable Merchandise
ELMHS Shuttle Mon-Taxable
Marchandizse
| Charter
Charge $0.00

All items are removed from the “current sale” list. Re-enter the correct items to complete the
sale.

21
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6. REFUNDS

To correct a transaction after it has been tendered all items in the transaction must be
refunded. Due to tax and reporting requirements, we cannot refund a partial transaction.

Same as in sales there are two types of refunds, cash/check or credit cards (swipe, chip, or
tap). If you are not comfortable doing a full refund check to see if another crew member has
more experience with refunds or call Karen Kertzman (612 387 6069).

Because we do not issue paper receipts cash refunds can only be made the day of purchase. A
few reasons for a refund could be:

» Ride was canceled after tickets were sold due to a change in weather or mechanical
problems

Customer decided not to wait until the car returns (child problems)

Customer bought tickets for more people than they intended too

Customer decided they didn’t want the merchandise they purchased

Customer purchased defective merchandise

YV V VYV
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Al Ram
Pass Dary Pacs: 5 Ride
Categarian
Passs 10 RMde Aas Boison
DisCounts
Gt Cants Danation
Huyasc
Creistkrindlsmarki Srost TROLLEY
I Tasanis e rcrandica
-
ELMHE Ehrilz Mon-Takakie '
Muerchaned o
& fi I o

Touch = (menu dropdown icon) at the top left corner of the screen to receive menu options
for starting refund process. The following screen will be displayed.

Chechout

Touch the “Transaction” option to view all the sales for the day and to select the correct
transaction. The following screen will be displayed.

23
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= Transactions §7.50 5ale

CASH PAYMEHNT

£7.50

IE—:SE' TAL

D g

Sufctal

G 3750 =] T $7.50

In the left column there will be a listing of all transactions, both cash and credit, sorted by time
of sale. Credit card sales are noted by type of card, in this example it’s a Visa card. The list will
show all sales at the ticket booth and the store adding to the complexity of searching for the
item to refund. In this example a cash fare sale has been highlighted for a refund. The details
of this transaction are listed on the right. There are two action options, “New Receipt” or
“Issue Refund”. At this time, we are not issuing receipts, ignore the “New Receipt” option.
Touch “Issue Refund”. The following screen will be displayed.

24
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X Issue Refund Mext
Harme Amount
Select Al ltems [~
FARE 250 B
FARE 250 B
FARE 2650 @

Touch on the “Select All Items” option, the items below it will automatically be highlighted as
well. Touch on “Next” in the upper right corner. The following screen will be displayed.

25
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Refund $7.50

REFUND TO

[#] Cash §7.50

GIFT CARD

Add Gift Card jor Swipa)

REASON FOS REFLNDO

Returned Goods

Accidental Charge

Canceded Crdar L

Cther

Touch on one of the “Reason For Refund” options and then touch on “Refund” in the upper
right corner. The following screen will be displayed.

26
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*  Refund Complete Done

57.50 Refunded

The cash refund is complete. Take the refunded amount of cash from the cash box and give it
to the customer, if they paid with a check return the check do not give them cash. Touch
“Done” in the upper right corner. The following screen will be displayed.

27
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Reacker Ready o

%£7.50 Refund
- R = REFUND
G 5750 (£ Canceled Order
17 FARE $TED
(& cCash 1750
L?: 5750
CASH PMYMENT
750
E -/ o
[5 cash 7,50
£7.50
El recept=tiaw
- 7.60
Gg *
ITEMS
L? 3750 FARE 1750
E' $7.50
TOTAL
Subtotal Fran
= £2 50
Total §7.50
E F2.50
L?' -F2.50

i. $2.50

The summary page will show the initial cash transaction ($7.50) and the refunded transaction
(-$7.50). To get back to the Home Menu Touch “= Transaction” in the upper left corner.
The following screen will be displayed.
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Checkout

Touch on “Checkout” in the upper left to bring up the Home Menu screen for the next
transaction.
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Credit Card Refunds (swipe, chip or tap)

The credit card refund process is the same as cash refunds with a few exceptions.

1. To find the correct credit transaction have the customer either swipe, insert chip card
or tap the card reader (the same mode as their original purchase) at the transaction log
screen. The correct transaction will appear on the right.

2. Do not refund cash back to the customer. This screen will be displayed to complete the
credit card refund versus the cash refund screen.

X Refund Complete

53.75 Refunded

3. The type of credit card and the last 4 digits appear on the screen above

4. Depending on the day of the week and/or the time of the transaction the refund may
not show up in the customer’s account until the following day due to Square’s
transactions processing schedule.
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