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| What You'll Need

e Your Square account (the one you use to manage appointments and clients)

e A computer with a web browser (Chrome, Safari, Firefox)

| What We'll Ask You to Send Us

Two values that you'll copy from your Square account:

1. Application ID

Your app identifier - looks like: sqOidp-XXXXXXXXX

2. Personal Access Token

A secure access key - looks like: EAAAI2XXXXXXXXX...
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I Step 1. Open the Square Developer Dashboard

Open this link in your browser:

https://developer.squareup.com/apps

If you're not logged in, Square will ask you to sign in. Use the same email and password you normally use
for your Square business account (where your clients, appointments, and service catalog are).

< G % app.squareup. &return_to=| .squareup. & W 3

[ square

Signin
New to Square? Sign up

Email or phone number

Continue

or

2% Sign in with a passkey

Square sign-in page - use your business account credentials
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I Step 2. Create a New Application

After signing in, you'll see the "Applications" page.

0 Click the "+ New Application" button

¢« > ¢ =

quareup.

(& square Developer

My Business

Applications
Sandbox test accounts
App Marketplace

Settings

Q search developer resources | [

Applications

@ Never share your credentials again. Now you can invite others to join your X
developer team from Square Dashboard. You can always access this link from
your Developer Console settings.

Manage team -

Each application provides a unique set of API keys and configuration settings needed for making
requests to Square APIs. A sandbox environment is created alongside each application, which
allows you to test transactions.

+

Applications page with the "+ New Application" button

Type a name for your application (e.g. "Newo Al Assistant")

Check "l agree to the Square Developer Terms of Service"

Click "Save"

: =)
Name your application

Application name

Newo Al Assistant

| agree to the Square Developer Terms of Service

Application creation dialog
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° On the "What will you build first?" screen, select these three:

[x] Build customer relationships

[x] Manage ateam

[x] Manage a product catalog

Then click "Next".

° On "Find your audience", select "Myself" and click "Next".

y

6
What will you build first?

Accept payments

Online, in-app, and in-person

=]

=) Manage and fulfill orders
o Create, track, and manage.

Build customer relationships
4 Manage customers, loyalty, and gift cards.

Manage a team

Set job titles, wage rates, hours, and more.

Manage a product catalog

Keep a robust record of product offerings.

A Adjust inventory
Manage product quantities and changes.

Sk m

"What will you build first?" - select the three options above

e
Find your audience
A ?:Inyz;:;ng this for personal use.
= A company

I'm building this for a specific seller.

All Square sellers
I'm building this for any seller.

"Find your audience" - select "Myself"
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I Step 3. Copy Application ID and Token
After creating the application, you'll land on its settings page. In the left-hand menu, click "Credentials".
At the top of the page, you'll see two tabs: Sandbox (test) and Production (live).

c Click the "Production" tab

Important:

Make sure you're on the Production tab, not Sandbox!

0 Find "Application ID" and click the copy icon next to it:

sg0i dp- XXX HXXHXXXK

e Find "Personal Access Token" and click the copy icon

¢ > C % developer.squareup. idp-XkHeMyFiVh-TOQh6MhQy1Q/credentials % 90 0 :
(= Square Developer Q search developer resources | / Docs&Tools SDKs Support Partnerships  Account
< & Resources

Production

Newo Al Assistant

Credentials
Credentials
OAuth Credentials are used to authenticate your app and make API requests. These are your
production credentials, which should be used when you go live. Learn about authentication =
Webhooks v
Mobile Payments SDK Production Application ID
Identifies your application in select Square APl and sq0idp-XkHeMyFjVh-TOQheMhQy1Q ()
Reader SDK SDK calls.
Point of Sale API Production Access token - Replace
Grants full production access to the corresponding ~~~ esssesscscse
Apple Pay v Square account.
Locations
API logs
App details
Credentials page - Production tab. Copy both values.
Important:

This token gives full access to your Square account.
Do not share it with anyone except us.

Do not post it in public chats or social media.

You can regenerate it at any time if compromised.
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I Step 4. Send the Details to Us

Send us the two values you copied:

What Example

Application ID sq0i dp- WKweFVt xQ t SnvAS7r SvVA

Access Token EAAAl 2JhCnoa5cp4Dl gb7uy. . .

You can send them via chat, email, or any secure channel we've provided.

I What Happens Next

Once we receive your details, we will:

0 Connect the Al assistant to your Square account
e The assistant will access your service catalog and schedule

e It will be able to book, cancel, and reschedule appointments for your clients

Your data is safe

The token is only used to connect the assistant to your Square account.
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I Troubleshooting

| don't see the "+ New Application" button

You may have signed into the regular Square Dashboard instead of the Developer Dashboard. Make sure the
URL is developer.squareup.com, not squareup.com/dashboard.

| don't see the Production tab

If your Square account is brand new, the Production tab may not be available until your account is verified.
Contact us and we'll help.

I'm nervous about sharing the token

That's completely understandable! You can revoke the token at any time on the same Credentials page. If you
ever want to disconnect the assistant, simply delete or regenerate the token and access will be cut off
immediately.

| use Square on my phone

The Developer Dashboard only works in a browser on a computer. Please open developer.squareup.com/apps
from your computer.
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How to Set Up Square for Appointment
Booking

Step-by-step guide to configure your Square account so the Al assistant can book appointments via the API.

Time: approximately 10 minutes

What You'll Need

* Your Square account (the one you use to manage your business)

» A computer with a web browser

What This Guide Covers

Before the Al assistant can book appointments, your Square account needs:

1. Square Appointments feature enabled

2. A Business Location with timezone and business hours

3. At least one Team Member (staff who performs services)

4. At least one Service in the Service Library (what clients can book)

5. Team Member Availability (working hours for each staff member)

Step 1. Enable Square Appointments

Square Appointments is a separate feature that must be added to your account.

1. Log in to your Square Dashboard at https:/squareup.com/dashboard
2. In the left sidebar, click ... Add more

3. Select the Bookings tab at the top

4. Click the Add button

newo.ai | Square Appointments Setup Guide Page 2



My Business Add more to Square

Square Free - See Plans

o
a

Customize Square for your unique business needs, with enhanced features for
selling, managing your business, and reporting.

Q search
Inventory Restaurants
) Home
O Items & services Streamline appointment bookings and protect against no-shows. @

[E] Payments & invoices

@ online

[&] customers

Il Reports

23 staff

1t Banking

@ Settings Popular features

*+ Add more
&) Appointment scheduling @ Online booking calendar
2} No-show protection ) Automated client reminders
b=} Combined services and item Daily appointment limits and
*  checkout waitlists
€3 Take payment
Learn more
0 ® 0 <

Explore all features >

1. You'll see: "Scheduling features were successfully added"

2. Click Start setup

.

X Start setup
Scheduling features were successfully added

Use the setup guide to start using these features.

I N

\ ax \
\ S

1. Verify that Appointments now appears in your left sidebar
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Overview Business hub

My Business
2 Square Free - See Plans . .
_— Explore and configure features to grow your business
Q search - -
) Home }

B Appointments

D items & services ¢
Get started Profile Staff

[ Payments & invoices Up next: Verify identit My Business Justyou
@ online
) @ + m +
il Reports
8
S staff
fit Banking X
Payments Iltems Devices
@ settings Take payments and get paid Build out your catalog Shop and connect hardware
++ Add more
+ +
E3 Take payment .
Banking Customers
Take control of your money Add customers and loyalty

0 ® 0o <%

If you already see "Appointments" in the left sidebar, skip this step — it's already enabled.

Step 2. Configure Your Business Location

The Al assistant needs to know your location, timezone, and business hours.

1. Go to Settings — Account & Settings — My business — Locations
2. If you don't have a location yet, click Create Location

3. If you already have one, click on it to edit
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o MyBusiness Locations

Square Free - See Plans

Location filter Create Location
Q_ search

< Settings @ 1location is active for payments but does not have an address. Please update its address.

Account & Settings Nickname Location Type Address ]~ City, State /* Phone Email
Rersonallinformation My Business Physical Update Address morenko83+test@gmail.com
My business

About

security

Locations

Pricing & subscriptions

Payments v
Banking

Notifications v
Tax forms

ccPA

Fulfillment methods
Orrlor tickate

E3 Take payment

0 @ 0 <%

1. In the Location details form, make sure to set:
2. Time Zone — this is critical for correct appointment times

3. Regular hours — set open and close times for each day

X Location details @

Business hours

Time Zone

Europe/Belgrade

Regular hours

Let your clients know when you're open.

@ o Open time Close time
@ Monda
v 09:00 17:00
Add times
Open time Close time
Tuesday 09:00 17:00
Add times
Open time Close time
Wednesday
09:00 17:.00
Add times
Open time Close time
Thursday
09:00 17:.00
Add times
Open time Close time
Friday
09:00 17:00
Add times

1. Click Save

Important: The timezone must match where your business operates. The Al assistant converts appointment times
based on this setting.
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Step 3. Add Team Members

Team members are the people who perform services (e.g., stylists, therapists, doctors). Each appointment is assigned

to a team member.

1. Go to Staff — Team — Team members

My Business

S square Free - See Plans Team members
Q search Job | Location
Q search
< staff Name Job Location
Team
o Owner owner All current and future locations

a

Team members

Permissions 1 team member

Onboarding

Scheduling
Time tracking
Payroll
Announcements

Settings

E3 Take payment

o @ 0o <%

1. Click Add team member
2. Fill in:
3. Preferred name and Last name

4. Phone number or Email (to send them an invitation)
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Appointments

Export Add team member

Status

Incomplete
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Profile

Enter your team member's phone number or email to send them an invitation to access
Team app and other Square services.

Preferred name [6) Last name
Phone number [6) Email @

Team member ID (optional)

1. Click Next
2. Set their Primary job title and pay details

Jobs

Manage Test's role and compensation.

Primary job
Pay type Hourly v

Hourly rate

Add another job

Overtime Exempt

This team member is not exempt from overtime FLSA rules. Learn more >

1. Click Next — Set permissions — Click Done

2. Repeat for each staff member who should accept bookings
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Step 4. Create Services

Services define what your clients can book (e.g., "Haircut", "Massage", "Consultation").

1. Go to Items & services — Items — Service library
. Click Create service

. Fill'in:

. Description — describe the service in detail (the Al uses this to understand what clients are asking for)

2
3
4. Name — what clients will see (e.g., "Lip Filler")
5
6

. Locations — select your business location

Create service

Name
Lip Filler

Edit

Description
Cosmetic injections that add volume, shape, and definition to the lips

(3 Drag and drop images here, upload, or browse image library.

Take your service photos to the next level.

Scan to download the Photo Studio app for free. Learn more

Locations
twinmind

Categorization

3 categories

1. Scroll down and set:
2. Price type — Fixed or Variable
3. Price — e.g., $100.00

4. Duration — how long the service takes (e.g., 30 minutes)
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Select
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Edit service
Price Add variation images
Price type Price
v
Fixed $100.00

@ Cancellation fee has moved to Payments & Cancellations settings. You can change it by going
to Appointments > Settings > Payments & cancellations.

Go to settings

Cost

Track service cost  *

Track the cost of providing this service (e.g. back bar cost) and allow service costs to be deducted in Commissions.

Duration
Hours Minutes
v X
O hrs 30 mins

Add processing time %

Optimize your schedule and allow customers to book during processing time.

Block extra time after appointment
Avoid rushing between appointments by blocking off time for cleanup or travel.

1. Scroll down to the Online booking section and verify:

2. Bookable by customers online — must be ON (enabled)

®

©

Delete @

3. Assigned team members — by default set to "All team members". Click Select if you need to limit which staff

can perform this service.

Edit service

Add processing time %

Optimize your schedule and allow customers to book during processing time.

Block extra time after appointment
Avoid rushing between appointments by blocking off time for cleanup or travel.

Online booking

Bookable by customers online ®

Allow customers to book this service on your booking website.

Assigned team members
All team members

Replace price with description
Request that clients inquire about pricing for appointments where rates flex or differ.

y

Variations
Create multiple variations of a single service. Set different pricing options, durations, and more. Add
Advanced settings Set-up modifiers and custom attributes

Delete

Save

Critical: If "Bookable by customers online" is OFF, the API will not return this service in availability results and the Al

assistant won't be able to book it.

1. Click Save

2. Repeat for each service you offer

newo.ai | Square Appointments Setup Guide
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After adding, your Service library should show all your services:

o MyBusiness ) ) )
A All locations v Actions v Create service
Square Plus - 30 days left

Q search Name Reporting category Duration Price @
Consultation (example service) 1hr Variable
& Items & services
Lip Filler 30 mins $100.00
Items
item library

Channel listings
Service library
Packages

Image library
Resources
Modifiers
Categories
Discounts
Options

Units.

Custom attributes
Settings

E3 Take payment

0 ® o0 <

Tip: Write detailed descriptions! The Al matches what clients say (e.g., "l want fuller lips") to your services by
reading these descriptions.

Step 5. Set Team Member Availability

This is the most important step! Without availability, the Al assistant won't find any open slots.

1. Go to Staff — Scheduling — Availability

My Busil o ore.
£, LI Availability *
Square Plus - 30 days left

Q search twinmind v
< Staff Team member Sunday Monday Tuesday Wednesday Thursday Friday saturcy
=
e Owner
Scheduling
Schedule Test Test
Availability
Time off

Time tracking
Payroll
Announcements

Settings

1. Click on a day cell for a team member (e.g., click Monday for "Test Test")
2. Set:

3. Start Time — e.g., 9:00 AM

4. End Time — e.g., 5:00 PM

newo.ai | Square Appointments Setup Guide Page 10



5. Use Repeat on to apply to multiple days (e.g., Monday through Friday)
6. Click Save

X Monday

Available all day

Start Time 9:00 AM v

End Time 5:00 PM v

Add availability

Repeat on Sunday

Tuesday
Wednesday

Thursday

< B <IN <<

Friday

Saturday

. J

1. After saving, you'll see green blocks showing the configured hours:
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Availability *
twinmind v

Team member Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Owner

Test Test Available Available Available Available Available
9am-5pm 9am-5pm 9am-5pm 9am-5pm 9am-5pm

1. Repeat for each team member

Critical: If a team member has no green blocks in the Availability table, they will never appear in appointment slots.
The API reads directly from this schedule.

Checklist

Before telling us you're ready, verify:

+ [ ] Appointments feature is active (visible in left sidebar)

« [ ] Location has timezone and business hours set

[ ] At least one Team Member added

- [ ] At least one Service created with name, description, duration, and price
[ ] Team member Availability shows green blocks for working days

Once everything is set up, the Al assistant will be able to: - Show clients available appointment slots - Book
appointments automatically - Cancel appointments when requested

Troubleshooting

| don't see "Appointments" in my sidebar Click "... Add more" at the bottom of the left sidebar, go to the "Bookings"
tab, and click "Add".

The Al says there are no available slots Check that your team members have availability set in Staff — Scheduling
— Availability. No green blocks = no slots.

My services don't show up Make sure services were created in Items & services — Service library (not as regular
items). They must be of type "Service" and available at your selected location.

| added a team member but they don't appear in bookings The team member needs working hours configured in
the Availability table. Just adding them to the team is not enough.
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