GCetting Started with
[=) Square

Hey there, and welcome to Checkeeper! We are officially now partnering with
Square, and as you can imagine, we're pretty stoked about it. This here is your
ultimate guide to getting started with Square and making the most of all the
features this Wspicy W new add-on has to offer.

Connecting Your Square Account

Start by navigating to app.checkeeper.com. Log in to your Checkeeper
account if you have one, and if you don't, well... my condolences; we'll wait
while you create one.

Alright, after logging in to your Checkeeper account, navigate to the Add-ons
tab in the left sidebar menu.
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Find Square, and click the blue “Connect Square” button. Now go ahead and

get excited. ¥ ‘Cause your life is about to change.
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Quickly import, print or mail your Square
Payroll checks. Like Square, it's super fast

and super awesomne.

Xero

Pay Xero accounts payable invoices by
check right inside Checkeeper!

Automatically save new check expenses
back to Xero to the designated expense

category.

ﬂ FreshBooks

Write a check, record the expense in
Freshbooks. Check information is pushed
automatically to Freshbooks and assigned
to the designated expense categories

saving you oh-so-much time.
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Sync your Payrolls to Checkeeper for easy Pay account payable invoices and print or

printing on your own check stock. Or mail all your QuickBooks Online checks
better yet, have us print and mail them inside Checkeeper.
directly to your business or your

employees

& Connect Gusto @ Connect Quickbooks

(You won't actually have to log in to your Square account at this point-- you're
just activating the Square add-on for now.)
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Add-ons give checkeeper even more power so you can get your checks created faster and easier. No more should you

Square Payroll \ have to manually put the same data into two different programs!
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Check it out! You should now have a fancy new tab in your left sidebar menu,
dedicated specifically to managing your Square payroll.



Download Payroll Checks from Square

After you link your Square and Checkeeper accounts, it's time to import your payroll
checks. To do this, open a new tab in your browser, and navigate to squareup.com.
Click “Log in,” and enter the email address and password for your Square account.

tyler@checkeeper.com

\ Forgot Password

Don’t have a Square account? Sign up

ENGLISH >

Click “Sign In,” and then select a business or service to manage.



https://squareup.com/us/en

Once you're in the dashboard, you'll find the payroll icon at the top left. Click that!
It'll take you to your Square payroll dashboard.

© COVID-19 resources & funding >

Aca

Home Payroll Timecards © Review and run payroll

Welcome back. Here’s your business at a glance.
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@ Go to Balances

Account & Reports Team
Settings B8 Send an invoice

Today .
Invoices <) Add anitem

Customers Gross sales Transactions

Items No sales yet today No sales yet today Last 30 days

Transactions Total customers

Balance
Popular topics from the Seller Community New customers
Orders
g Apply to the Super Seller program! Returning customers
Isabelle_« 0 replies

Virtual Terminal
Loans Average spending per visit

9 Ask a Super Seller: Devin with Fatback’s BBQ

Marketing Tom + 1 reply Average visits per customer

The payroll dashboard is where you can run payroll, manage your employees, view
payroll history, pull reports, and complete a whole bunch of other super-awesome
payroll-related tasks.

For now, let's explore how to actually get those payroll checks downloaded from
Square and uploaded into your Checkeeper registry.

= Payroll Q [0 A @ MikesBikes

Total Labor Cost

Overview 2,000 Pay Your Team

History & Reports
=0y Payroll for Aug 15 - Aug 21

Due Mon, Aug 23 by 1
Payroll Team ue Mon, Aug y 1lpm

Pay Employees
Benefits & HR

Tax Forms
One-Time Payment
Earn $100 ] Send Anytime

6/5 6/12 6/19 6/26 713 710 717 7124 7131 817 814

Settings v Pay Contractors

Recommended For Your Business

Hire a dedicated HR Manager
Keep your business up to date on HR compliance with our partner Bambee.

Refer a friend to Square Payroll. They get their first
month free and you get a $100 gift card when they se
their first pay run. ?

Track commissions with Square
Automatically track and import your team’s commissions to save time on payroll

Earn $100 >
Import tips from Square Point of Sale

If you've run payroll pretty recently and you're ready to mail those checks, navigate to
the History & Reports tab. Otherwise, click the blue “Pay Employees” button to run
payroll now!



Once you've followed the steps in Square and completed payroll, download your
payroll checks by clicking the “Actions” dropdown menu and selecting “Export to
VA

View History

Off-Cycle Payment for Aug. 8, 2021 - Aug. 14, 2021

Pay Date: Aug. 26, 2021 Actions A Cancel Payroll

Download All Paystubs
Accounting Summary BankV Export to CSV
R

Gross Pay $8,750.00 Debits Scheduled $9,665.38

Regular Hours $8,300.00 By Square for Direct Deposits +++
$6,814.67
Checking ending in 342
Overtime $450.00
By CA EDD for Taxes =+

Employer Taxes *** $915.38 Checking ending in 342

$431.95

Total $9,665.38 By IRS for Taxes ***

$2,172.76
Checking ending in 342

By Square for Tax Paid Monthly / Quarterly +=
$246.00
Checking ending in 342

Payments You'll Handle $0.00

Total $9,665.38

Clicking “Export to CSV” will download a payroll summary CSV file, which you will
upload to Checkeeper so you can get those checks printed and mailed out today!
(Just make sure you submit them before the 4pm EST daily cutoff time.)

Mail Payroll Checks with Checkeeper

So you've run your payroll. You've downloaded those bois into a tidy little CSV file.
Now, it's time to mail those checks! Go back to the Square payroll tab in your
Checkeeper account, and click “browse,” or simply drop your payroll CSV file right
into the importer.

Import Square Payroll

o

Drop your Square Payroll ile here, or browse
ort this file from Square.




Now this is exciting...

Uploading Square Payroll

Confirm the number of payroll checks to import, and give each one a quick scan to
make sure all your check information imported successfully.

Confirm 2 New Checks

Individual check details can be edited after creation.

CHECKS

$2,485.05 Direct Deposit

Alexander Martin
2021-08-26

pay period: 08/08/2021 - 08/14/2021

Heads up, the only address that's pulled from Square is the business address, so your
checks won't have a payee address on them. You can add each payee's address to
these checks if you wish, but it's not necessary if you plan on bundling and
overnighting your payroll in a single package, which is what we recommend.
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HOW WILL YOU PRINT?

Print Checks Yourself Let Checkeeper Mail 'em

Quickly Setup @ Template ™. Use Checkeeper Mai

Templates instruct your printer where to position everything when Let us print and mail checks so you don't have to. Let us mess with
printing a check. Use a template whether printing on your own printing, ink, paper and postage. Your checks will be printed and

check stock or blank paper. mailed the same day* on professional looking check stock

The template editor lets you add the bank account and routing Mail checks first class, priority or overnight! We can also print and

information (MICR line) and other elements for printing. Give it a go! mail any attachments you have with the checks as well

You will now see all your payroll checks waiting patiently in your Checkeeper registry,
just beggin’ to be mailed. To do this, simply tick the box next to each check you want
mailed, and click the blue “Mail Checks” button to the right.
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HOW WILL YOU PRINT?

Print Checks Yourself Let Checkeeper Mail 'em

Quickly Setup a Template 8 Use Checkeeper Mail

Templates instruct your printer where to position everything when Let us print and mail checks so you don't have to. Let us mess with
printing a check. Use a template whether printing on your own printing, ink, paper and postage. Your checks will be printed and
check stock or blank paper. mailed the same day* on professional looking check stock

The template editor lets you add the bank account and routing Mail checks first class, priority or overnight! We can also print and
information (MICR line) and other elements for printing. Give it a go! mail any attachments you have with the checks as well

If this is your first time mailing checks through Checkeeper, you'll need to follow the
fulfillment set up steps under the “Check Mailing” tab. Keep in mind, the account
number, routing number, and signature you enter here are the ones we'll use to
print your checks! This is also where you'll purchase credits for check mailing.



CHECKEEPER®

How do you want these 2
checks mailed?

USPS First Class 2

1-4 business days Credits

@ BATCH MAILING

USPS Priority 1"

1-3 business days Credits

UPS Next Day

Next business day

Every time you mail checks, you'll have a few different options for how exactly you
want them mailed. Our new Batch Mailing feature is specifically designed for
payroll-- bundle all payroll checks together, and overnight them to all to the same
location. Essentially, it allows you to run payroll and then have those payroll checks
mailed and then delivered the very next day*. Pretty darn cool, if we may say so
ourselves.

Still Have Questions?

Jojo's Wares

- Create Check Need Help?

We would love to give you a hand to get up and running!

Square Payroll

Checks
Support Hours Email & Live Chat

Reports Monday - Friday Shoot us an email to support@checkeeper.com for a quick resolution to your issue. We're happy to help set
9am - 5pm EST up templates, fixes billing issues, or just tell you how beautiful you look today.

Closed federal holidays (no mail)

2 Templates Live chat is available most days as well and is a quick/easy way to solve a problem. Click the @ in the

bottom right corner of the page. If it's not there, live chat is not available. sorry!

= Check Mailing

Add-ons

Frequently Ask Questions

% Settings Just the FAQ's, ma'am.

How do | add my bank account to a check?
Add this to your template! Click template on the left, select your default template. The drag and drop the BANK ACCOUNT element from the left of the editor onto

your template. The system will prompt you to enter your account/routing details

How do | print a check?

* Checks must be submitted for mailing before 4pm EST to qualify for same-day mailing.



