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1 Introduction

1.1

1.2

1.3

1.4

New in VerSIon 3.110

Chip cards are now supported for credit and debit transactions.
e Private label credit cards are now supported.
e  Cashback is available on debit transactions.
e  Card numbers are now masked on merchant receipts as well as cardholder receipts.
e Ten-digit invoice numbers are now supported.
o The Ernex and Moneris gift card programs are now supported.

Contact the Moneris Merchant Service Centre to discuss how these features can benefit your
business.

Getting Started

Y ou must prepare your terminal before you process transactions:

1. Set up the hardware.

2. Configure the terminal.

3. Initidlize the terminal.

4. Log on to the Moneris Host.

Once the terminal is ready to use, practice performing transactions in Demo mode to ensure
that any errors made while learning to perform transactions do not affect your business
account.

L earning About the Terminal

The Moneris Mobile 8300 terminal is a stand-alone, long-range wireless Debit and Credit
card payment system that connects to the point-of-sale (POS) services provided by Moneris
Solutions.

To introduce yourself to the terminal, read these sections:
e Moneris Mobile 8300 Hardware
e  Features & Procedures
e Demo Mode

e The Menu Feature

Caring for your MonerisHardware

Proper care of your terminal and battery will help ensure uninterrupted service. Here are some
recommendations for maintaining the hardware in good working order:

IMPORTANT: Misuse of equipment can result in replacement liability.

e DO clean the hardware components with adry or slightly damp cloth rinsed in amild
soap solution.

Moneris Mobile 8300 Operating Manual v1.0.08 1



1. Introduction

Do NOT use solvents, detergents, cleaning fluids or abrasives on any of the hardware
components.

Avoid spilling liquids on components.

Do NOT expose components to extreme temperatures.

141 Caringfor the Terminal

Clean the Magnetic Stripe Reader (M SR) periodically, using the cleaning card
provided with your terminal. To obtain additional MSR cleaning cards, contact the
Moneris Merchant Service Centre.

Note: Do NOT use the MSR cleaning card in the Chip Card Reader.

It is recommended that merchants obtain their POS stationery and paper rolls from
Moneris to ensure that these supplies comply with the applicable specifications.
Contact the Moneris Merchant Service Centre to obtain additional suppliesfor your
terminal or order online at www.shopmoneris.com.

Load the paper into the printer correctly.

If the terminal has battery recharging or communication problems, gently clean the
golden contact on the battery and in the terminal’s battery compartment with a damp
cloth. Do not scratch or scrape the surface of the contacts.

142 Caringfor the Battery

The battery must be attached to the terminal for charging. Never charge the battery
on the charging base by itself.

If the terminal has been inactive for a number of weeks, afull recharge may be
necessary.

Avoid overcharging or overheating the battery.

14.3 Caringfor the Charging Base

Avoid unnecessary movement of the charging base to prevent accidental
disconnection of the power cables.

IMPORTANT: You must use the exact battery charging cable and power adaptor
provided with theterminal by Moneris Solutions and use only batteries provided by
Moneris Solutions. Failureto do so may affect the operability of, or cause damageto the
terminal and Moneris Solutions shall have no liability whatsoever for afailure to follow
theseinstructions.

Moneris Mobile 8300 Operating Manual v1.0.08
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2 Features and Procedures

Your terminal can be set up to accept and process a variety of transactions for avariety of
card types including debit cards, credit cards (includes private label cards and corporate
cards), gift cards and loyalty cards. The terminal can accept credit cards and debit cards with
the new chip technology on them as well as the traditional magnetic stripe.

2.1 Standard Features

These features are available and enabled on all Moneris Mobile 8300 terminals.
e Backlight
e Bilingual displays and receipts
e  Card number masking
e  Chip card processing
e Menu-driven interface
e Removable, interchangeable batteries
e Sleep Mode

e Demo Mode

211 Backlight
Both the screen and the keypad light up to make it easier to read the screen and locate the
keysin low-light locations such as restaurants.

The backlight will turn off automatically when the terminal has remained at the application
menu or one of the transactions menus for 6 minutes and it is not on a charging base. When
the backlight turns off, the screen displays ** SLEEP MODE** above the application menu.

To turn the backlight back on and exit sleep mode, press the OK key on the terminal.
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2. Features and Procedures

2.1.2 Language Optionson the Display and Receipts

2121 Display

The terminal displays messages and prompts for you and your customer in either English or
French.

After the customer’ s card has been swiped or inserted, the language of the messages and
prompts for the customer match the card’ s language code.

21.22 Recepts
Customer and merchant receipts can be printed either in English or in French.

o |f the printer is configured to print separate copies for the customer and merchant
(i.e., two or three copies), the customer receipt language is based on the language
code on the customer’s card OR the language selected during the cardhol der
prompts; the merchant receipt language is based on the current terminal language.

e |f theprinter is configured to print only one copy then only the merchant receipt will
print and it will be printed in the current terminal language.

2.1.3 Card Information Security

To reduce the risk of fraudulent card use, the cardholder's card number and expiry date is not
available in full on receipts and reports. The card number will always be either masked or
truncated.

If the card number is masked, it is printed as a combination of *'s and digits. For example, the
card number 1234 5678 9012 3456 would appear as*********x** 3456 ,

If the card number is truncated, only the last four digits are printed. For example, the card
number 1234 5678 9012 3456 would appear as 3456.

Card Numbers on Receipts

Card numbers (debit, credit or gift) are always masked on the Cardholder Copy of transaction
receipts.

The terminal can be configured to mask the card number on the Merchant Copy or print the
entire card number.

Card Numbers on Reports
The card number is truncated on all reports containing transaction details.

Reports that require the manager password, e.g. the Batch Review, display the entire card
number but the resulting report prints the truncated card number.

Expiry Date on Receipts
The credit card expiry date is not printed on receipts for credit card transactions.

Expiry Date on Reports
The credit card expiry dateis printed in full on all reports containing transaction details.

2.1.4 Communications Status

The terminal will connect to the Moneris Host each time you begin atransaction (it does not
make any noise when it attempts to connect). As the terminal communicates with the Moneris

4 Moneris Mobile 8300 Operating Manual v1.0.08



2. Features and Procedures

Hosgt, it displays PROCESSING to indicate that the transaction is proceeding correctly. If
thereis a problem with the communications, an error message will appear.

The terminal a so provides information on the status of the wireless communication between
the terminal and the wireless service provider.

2141  WirelessSignal Statuslcons

The terminal must be within the coverage area of the wireless service provider in order to
process transactions. If the either the wireless signal status icon or the antennaicon does not
appear, the terminal cannot process transactions.

The Antennalcon
The antennaicon appearsin the lower left side of the display whenever amenu is displayed.

Icon | Description

E Theterminal is connected to the wireless network and can process transactions.

‘ The terminal is NOT connected to the wireless network and
can NOT process transactions.

The Wireless Signal Strength Icon

Thewireless signal status icon appears in the bottom left corner of the terminal display on all
menus except the application menu.

Icon | Strength Description
| 4 bars Theterminal isreceiving a strong signal from the wireless
= network and can process transactions.
il
| 3 bars The terminal is receiving agood signal and can process
-. transactions.
| 2 bars Theterminal isreceiving asignal and can process
n transactions but it may take longer to complete a
transaction.
] 1 bar Thetermina is receiving aweak signal and may not be
able to process transactions.
0 bars Theterminal is not receiving any signal and can NOT
process transactions.

215 TheMenu Feature

All transactions and functions can be accessed through menus and sub-menus starting at the
applications menu.

Moneris Mobile 8300 Operating Manual v1.0.08 5



2. Features and Procedures

2151

2152

2153

2154

Navigating through menus:

- To scroll down:

Select the ¥ icon (press the left-most purple key) to move down to the next menu screen.

- To scroll up:
1. Pressthe CORR key to change the direction of the arrow on the display screen.

2. Select the T icon (press the left-most purple key) to move up to the next menu screen.

- To select an item:
Press the function key beside the menu item (e.g., on the transactions menu, press F1 to select
Purchase).

Navigating through parameters:

- Move to the next feature:
Select Next.

- Move back to the last feature displayed:
Select Previous

Changing the value of a parameter:

1. Select Edit.

2. Select Next to scroll through the values and select Slct to select a displayed value.
OR

Key in anew value and press OK.

3. Select Next to move to the next feature.

When you are finished making changes:
4. Select Exit. The Save Changes? prompt appears.
5. Select OK. The menu re-appears.

| cons displayed on the menus:

Icon Indicates:

Signal strength

Wireless connectivity

CommServer is being used for
communications

Battery strength

& I & Vi .aal

terminal is powered by the charging base
(rather than running on the battery)

Moneris Mobile 8300 Operating Manual v1.0.08



2. Features and Procedures

2155 TheApplicationsMenu
The applications menu gives you access to the applications available on the terminal.

When the terminal is not performing any transactions or functions, and has been idle for a pre-
set period of time, the terminal will display the applications menu.

The applications are listed here in the order they appear on the menu.

MM DD/ YY HH: MM FO
DEBI T & CREDI T F1

G FT & LOYALTY F2

F3

F4

F5

The Applications Menu

To access the applications menu from any screen:

e Simply pressthe* (star) key.

2156  TheDebit & Credit Transactions Menu
This menu allows you to select the type of transaction you wish to process.

The transactions are listed here in the order they appear on the menu. Some items may not
appear on the terminal until a specific feature is enabled.

MM DD YY HH: MM Use this transaction to:
Pur chase process a Credit or Debit purchase
Pre Auth open the Pre Auth menu
Ref und process a Credit or Debit Refund
Advi ce process a Credit Advice
Correction process a Credit or Debit Correction
Bat ch O ose process a Batch Close
Bat ch Revi ew search for atransaction in the open batch
Batch C ear clear the batch on the terminal

Debit & Credit Transactions Menu

For instructions on navigating through the menus, refer to section 2.1.5 The Menu Feature.

To access the transactions menu, from the applications menu:

Moneris Mobile 8300 Operating Manual v1.0.08 7



2. Features and Procedures

1. Select DEBIT & CREDIT.
The transactions menu appears.

2157 ThePreAuth Transactions Menu
This menu allows you to select the type of pre-authorization transaction you wish to process.

The transactions are listed here in the order they appear on the menu.

Pre Auth Use this transaction to:
Pre Auth process a Pre Authorization transaction
Conpl eti on process a Completion transaction
Del Pre Auth delete an uncompleted Pre Authorization
Pre- Aut h Rpt print the Pre-Auth list

ThePre Auth Menu Screen

To access the Pre Auth transactions menu, from the applications menu:

1. Select DEBIT & CREDIT.
The transactions menu appears.

2. Select Pre Auth.
The Pre Auth transactions menu appears.

2158 TheREPORTSMenu

This menu allows you to produce a variety of reports containing information about
transactions stored in the terminal memory, transactions stored on the Moneris host and the
configuration of the terminal.

The termina must be intialized before this menu can be accessed.

Thereports are listed in the order they appear on the menu. Some items may not appear on the
terminal until a specific feature is enabled.

REPORTS Thisreport contains:
Stored Tran Rpt alist of all transactions in the terminal memory
Deposit Total s alist of deposit totals by card and transaction type
Clerk SubTotal s alist of totals for one or more clerks (only activeif clerk
IDs are configured)
Mul ti Termi nal aDeposit Totals report for one or more terminals
Merch SubTot al s alist of 'totals in the current batch by card and
transaction type
Term nal Par ns alist of the current settings for each parameter

8 Moneris Mobile 8300 Operating Manual v1.0.08



2. Features and Procedures

Termi nal Stats alist of the number of occurrences of error situations

EMW Par am Rpt alist of chip program parameters by card type

EMW Di agnosti cs prints the data on the last transaction if a chip card was

used

The REPORTS Menu

To access the Reports menu, from the applications menu:

1. Select DEBIT & CREDIT.
The transactions menu appears.

L]
2. Pressthe REPORTS key (first purple key on the right, below the <= icon on the screen).
The first REPORTS menu appears.

For instructions on navigating through the menus, refer to section 2.1.5 The Menu Feature.

2159 TheCONFIGURATION Menu

This menu allows you to configure avariety of features and perform administrative functions.

The parameters and functions are listed in the order they appear on the menu.

CONFI GURATI ON This allows you to:

Set up

Servers

Term nal Nane
Menus/ Keys

Set Language
Initialization
Host Logon
Host Logof f
About

Cont r ast

configure parameters on the terminal

configure server/clerk Ids

configure multi-terminal names

configure password level on menus

set the display language

initialize the terminal to the Moneris host

log the terminal on to the Moneris host

log the terminal off of the Moneris host

displays application version information (press OK to exit)

increase or decrease the contrast of the display
(Thedisplay changes immediately.)

The CONFIGURATION Menu

To access the SETUP menu from the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

For instructions on navigating through the menus, refer to section 2.1.5 The Menu Feature.
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2. Features and Procedures

21510 TheSETUP Menu
This menu alows you to set values for anumber of parameters on your terminal.

The parameters are listed in the order they appear on the menu. Some items may not appear
on the terminal until a specific featureis enabled.

Merchant | Ds

SETUP This allows you to:
Deno enter and exit Demo Mode
Printer configure the receipt format
Ter m nal configure avariety of features on the termina
Mer chant configure avariety of features
Comm Do Not Use
Host configure the Imprint Card prompt

configure additional receipt parameters

I P Hosts Do Not Use
Lock Kbd Do Not Use
Dat e/ Ti ne Do Not Use
Cashback configure the Cashback preset amounts and limit
The SETUP Menu

To access the SETUP menu from the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Setup.
The "Password:" entry screen appears.

4. Key in the manager password and press OK.
Thefirst SETUP menu screen appears.

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

2.15.11 TheEdit Format Menu
Transactions menu > CONFIGURATION menu > SETUP menu > Merchant > Edit Format

Displays the parametersin the Edit Format menu

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd

Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.
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2. Features and Procedures

TermId
the Moneristerminal 1D

key in the terminal ID and press OK

Merch Num
your Moneris merchant 1D

key in the Merchant ID and press OK

Default Clerk
the clerk 1D that will be used for all transactions

you must also enable the Use Def. Clrk? parameter
key in the alphanumeric clerk 1D and press OK

GST Tax Reg #
QST Tax Reg #
PST Tax Reg #
HST Tax Reg #
your tax registration number for the tax type

key in your tax registration number and press OK

Tax Type
the type of tax you are required to apply to all purchases

No Tax
HST

GST Only
PST/GST
QST/GST

Format Merch PAN
enables/disables the printing of the masked card number on the merchant copy of the receipt.

On (card number is masked) DEFAULT

Off (card number is printed in the clear)

Ask Inv Num?
enableg/disables the I nvoice #: prompt

On
Off

Chip on PreAuth

enables/disables use of Chip credit cards for Pre Auth transactions. This parameter does not
affect the use of magnetic stripe cards for Pre Auth transactions.

Moneris Mobile 8300 Operating Manual v1.0.08 11



2. Features and Procedures

Note: Many Chip cards require aPIN instead of a signature from the cardholder. If a Chip
and PIN card is used during a Pre Auth, the cardholder MUST be present to enter their PIN on
the terminal during the transaction. For this reason, some businesses may wish to disable the
use of chip cardsfor Pre Auth transactions. If the Chip on Preauth parameter is set to Off, the
"Swipe Card" prompt appears instead of the "Swipe or Insert Card" prompt during a Pre Auth
and you may swipe a magnetic stripe card but not a chip card.

On
Off

DispEMVPreAuth
Do not change this parameter unless directed to do so by Moneris.

On
Off

Use Def. Clrk?
enables/disables the default Clerk I1d

you must also configure Default Clerk 1d parameter
On
Off

2.15.12 Terminal Parameters Menu

Displays the parametersin the Edit Terminal menu

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Transactions menu > CONFIGURATION menu > SETUP menu > Terminal > Edit Terminal

Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd
Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.

Tip% nn.nn
percentage used to calculate automatically added tip

Key in apercentage and press OK.

Tip Processing
enableg/disables tip prompting and/or tip line printing
None

On - Prompt

Sug Tip% 1 nn
default = 15

Sug Tip% 2 nn
default = 20

12
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2. Features and Procedures

Sug Tip% 3 nn
default = 25
determines amount of the suggested tips printed on Pre Auth receipts
you must also enable the Tip Processing parameter
you must also enable the Gratuity Guide? parameter
key in percentage and press OK

Manager Pwd
change the manager password

key in password and press OK

Clrk/Srvr Mode
enablesthe Clerk 1d: prompt

None (0)
Prompt (2)

| dle Timeout

sets the number of seconds the error message is displayed before the terminal returnsthe
Swipeor Insert Card prompt

key in number of seconds and press OK

PABX Code
Do not change this parameter unless directed to do so by Moneris.

Not used

Histories Limit
Do not change this parameter unless directed to do so by Moneris.

Idle Time Fmt
Change the time format of the clock displayed on the transactions menu.

24 Hr (e.g. 14:24)
12 Hr (e.g. 02:24pm)

Terminal Beep
turn the key beep on or off

On
Off

Process Tax
enables the xST Amt: $ prompt for Purchasing Card transactions

you must also enable the Commercial on? parameter

the Tax Type (xST) is configured on the Moneris host
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On
Off

Trning Settle?
Enables/disables settlement during demo mode.

On
Off

CashBack Option
enabl es/disables the Cashback? prompt on debit transactions

you may also configure preset Cashback amounts
On
Off

Commercial On?
enables/disables processing of Purchasing cards (a.k.a., Commercial cards or Corporate cards)

On
Off

Gratuity Guide?
enableg/disables printing of three suggested tip amounts on Pre Auth receipts

you must also configure the three Sug Tip% parameters
you must also enable the Tip Processing parameter

On

Off

Customer Swipe?
enables/disables the prompt to take the terminal to the customer for the card swipe???

On
Off

21513 TheEdit MIT Menu

Displays the parametersin the Edit MIT menu

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Transactions menu > CONFIGURATION menu > SETUP menu > Merchant IDs > Edit MIT

Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd
Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.

Merchant Number

14
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Do Not Change

Header Line 1
first line of text that appears after your merchant name and address at the top of the receipt

you may also edit the parameters for Header Lines 2 through 5

key in aphanumeric text (max. 40 characters) and press OK

Header Line 6
second line of text that appears after your merchant name and address at the top of the receipt

you may also edit the parameters for Header Lines 2 through 5

key in alphanumeric text (max. 40 characters) and press OK

Footer 4
last line of text that appears at the bottom of the receipt

you may also edit the parameters for Footer Lines 1 through 3

key in aphanumeric text (max. 40 characters) and press OK

21514 TheEdit HostsMenu
Displays the parametersin the Edit Host menu

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Transactions menu > CONFIGURATION menu > SETUP menu > Host > Edit Hosts

Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd
Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.

Backup Support
Do Not Use.

Card Imprt
enableg/disables the Imprint Card Press OK Key prompt

0 = off

1=on

21515 TheCASHBACK Menu
This menu allows you to set the cashback-related values on the terminal.

Transactions menu > CONFIGURATION menu > SETUP menu > Cashback

To edit these parameters (e.g. Amt 1):
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1. Select Amt 1.

The "Edit Cashback Amt 1" entry screen appears. The allowable rangeis displayed as
"Range $10 to $20". The range is calcul ated based on the dollar values of the other cashback
parameters.

2. Press CORR to clear the existing value.

3. Key in the new value (must be a multiple of 10) and press OK.
The CASHBACK menu re-appears.

4. Repeat for each parameter.

Hint: If you are increasing the amounts, start with Amt 3 then Amt 2 then Amt 1 to avoid
overlapping ranges.

Amt 1 ($10)
Amt 2 ($20)
Amt 3 ($30)
The dollar amount displayed when the cardholder selects Cashback.

Amt 1 default = $10
Amt 2 default = $20
Amt 3 default = $30
The value displayed in brackets (e.g., ($10)) is the current value of the parameter.
you must enable the Cashback Option parameter first
key in adollar value (must be a multiple of 10) and press OK

Amt Limit ($40)

The maximum dollar amount the cardholder can request if they do not select a pre-set
Cashback amount.

The default is $40. The maximum value for this parameter is $990.
The value displayed in brackets ($40) is the current value of the parameter.
you must enable the Cashback Option parameter first

key in adollar value (must be a multiple of 10 and higher than the highest preset
amount) and press OK.

21516 TheMenu Config Parameters

Allows you to determine which menu items should be displayed and which require the
manager password for access.

Display on Menu options:
Yes
No

Password Level options:
None

Manager

16
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For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Transactions menu > CONFIGURATION menu > Menus/Keys > Menu Config

Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd
Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.

Main Menu/Keys
Select "Slct” to display the following sub-items:

REPRINT

Password Level
REPORTS

Password Level
Quick Setup

Password Level
Cash Receipt

Password Level
Purchase

Display on Menu

Password Level
Pre Auth

Display on Menu

Password Level
Refund

Display on Menu

Password Level
Mail/Phone

Display on Menu

Password Level
Advice

Display on Menu

Password Level
Payment

Display on Menu

Password Level
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Correction
Display on Menu
Password Level
Batch Close
Display on Menu
Password Level
Batch Review
Display on Menu
Password Level
Batch Clear
Display on Menu
Password Level

CONFIGURATION
Select "Slct” to display the following sub-items:

Setup

Display on Menu

Password Level
Servers

Display on Menu

Password Level
Terminal Name

Display on Menu

Password Level
Menus/Keys

Display on Menu

Password Level
Set Language

Display on Menu

Password Level
Initialization

Display on Menu

Password Level
Host Logon

Display on Menu

Password Level
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Host Logoff
Display on Menu
Password Level
Contrast
Display on Menu
Password Level
SETUP
Press F2 to display the following sub-items:
Cashback
Display on Menu
Password Level
Edit Tables
Display on Menu
Password Level
Pre Auth
Select "Slct” to display the following sub-items:
Pre-Auth Rpt
Display on Menu
Password Level

The following items are not editable:
e  Quick Setup
e Phone
e Terminal

e  Communications

e |PHosts
e REPRINT
¢ REPORTS

e CONFIGURE SERVER
e DOWNLOAD

e TERM DOWNLOAD

e BATCHHIST RPTS

e Term Name Config

Moneris Mobile 8300 Operating Manual v1.0.08
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21.6 DemoMode
Demo Mode allows you and your employees to practice operating the Moneris Mobile 8300
terminal without affecting your terminal total amounts, your financial accounts and your
customers' accounts.
Note: Demo Modeis only availableif you close your terminal batches on the terminal. If your
terminal uses system close, you cannot use Demo mode.
While the terminal isin Demo mode:

e TheDEMOicon ( E ) isdisplayed on the left side of the screen on al menus (except
the applications menu).

e All financial transaction types that are supported on your terminal can be performed
in Demo mode.

e All financial transactions will be approved.

e The message APPROVED DEMO will be displayed on the screen.

e All transactions will be stored in the terminal’s memory while you remain in Demo
mode.

o All receipts for demo transactions and reports on demo totals will have aDEMO
banner printed across the top of them.

e Theinitial transaction amount must be $1.00 or less.

e If youwish to add atip to the Purchase amount, the tip amount must be $1.00 or less.

e If you select or key in a Cashback amount during a Debit Purchase, only $1.00is
added to the transaction amount regardless of which Cashback amount is selected or
keyed in.

e |f you change parameters values while the terminal is in demo mode, those changes
will not be cleared when you exit Demo mode. Parameter values affect the way the
terminal works in both live mode and demo mode. Any changes you make in demo
mode will also affect the way terminal works when you perform live transactions.

o If you power off the terminal whileit isin Demo mode, it will still bein Demo mode
the next time you power up the terminal.

217 Sleep Mode
The terminal automatically goesinto sleep mode when it is has remained at the application
menu or one of the transactions menus for 6 minutes and the terminal is not sitting on a
charging base.
In sleep mode, the backlight is off and the screen displays ** SLEEP MODE** above the
application menu.
To exit sleep mode, press any key on the terminal.
Note: The termina will not go into sleep mode when it is seated on the charging base.
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2.2 Optional Features

These features may be available on your termina depending on the configuration of your
Merchant ID on the Moneris Host. If the feature is available and you wish to use it, you must
enable and configure the feature. If you do not wish to use an enabled feature, you can
deactivate it.

Contact the Moneris Merchant Service Centre to discuss these options and determine whether
changes to your Merchant ID configuration are required in order to enable them.

IMPORTANT: Some of these programsrequire agreementswith a service provider
other than Moneris Solutions. Please ensur e that the necessary agreementsarein place
befor e attempting to enable those programs on the terminal.

e  Cashback on Debit

e  Chip cardsfor Debit and Credit

e Clerk Subtotalling and Clerk IDs

e Ernex Gift program

e Ernex Loyalty program

e  Moneris Gift program

e Moneris Loyalty program

e Invoice Number Prompt

e  Multi-Terminal Reporting

e Personalized Message on Receipts

e Private Label Cards

e Tax and reference number info on Corporate Cards
e Tip Entry by Cardholder

e TipLineon Pre-Authorization Receipts

e Tip Percentage on screen or on receipts

2.2.1  Cashback

This feature gives your customers the option of withdrawing cash from their debit account
when they make a purchase at your place of business. Y ou provide the cash to your customer
and your business account is reimbursed for the amount of the Cashback when the Batch
Close transaction is processed.

Cashback is only available on Debit Purchases.

2.2.2 UsingaChip Card

Cardswith achip in them, called "chip cards," must be inserted into the chip card reader and
left in the reader for the entire transaction. The terminal will prompt you when it istime to
remove the chip card from the chip card reader.

Chip cards can be customized by the card issuer to have different applications and methods of
verifying the cardholder, so different chip cards may have different prompts. Some prompt for
aPIN (like adebit card), while others prompt for a signature on the receipt (like a stripe credit
card).
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If the chip card prompts for a PIN, the cardholder must enter their PIN. If the PIN iswrong,
they will be prompted to retry. If they forget their PIN, cancel the transaction, request another
form of payment and direct the cardholder to contact the card issuer.

There arefive basic steps to performing a transaction with a chip card.
1. Begin the transaction and follow the prompts.

2. Check for the chip on the card every time a cardholder gives you a card for payment.

Look for{the chij .
magnetic stripe -

@MOH y Bank platinum

vt tbnbites 5};&4&( 4

[front side] [back side]

3. When the SWIPE OR INSERT CARD prompt appears, you or the cardholder must insert
the chip card into the chip card reader.

IMPORTANT: Leavethecard in thereader for the entire transaction. Do not remove it,
until the " Please Remove Card" prompt appears.

4. Follow the prompts and have the cardholder follow their prompts.
e Some chip cards prompt for aPIN (like a debit card);
e |f the PIN isincorrect, the cardholder will be prompted to retry.

e |f the cardholder cannot remember their PIN, cancel the transaction, request
another form of payment, and tell the cardholder to contact the card issuer.

o |f“VERIFIED BY PIN” appears on the merchant copy of the receipt, no
signature is required.

e  Other chip cards print a signature line on the Merchant copy of the receipt (like a
magnetic stripe credit card) for the cardholder to sign.

e |f asignature line appears on the merchant copy of the receipt, the
cardholder must sign the receipt.

5. When the "Please Remove Card" prompt appears, you or the cardholder must remove the
chip card. Theterminal will beep if the chip card is left in the chip card reader after the
transaction is completed.

2.2.3 Clerk Subtotalling

Thisfeature allows you to produce Clerk Subtotals reports tracking financial totals and the
number of transactions performed using the Clerk Inquiry function.

The Clerk Subtotals report can be performed for one clerk, alist of clerksor all clerks on one
or more terminals.

Totals are calculated according to the Clerk ID entered during a transaction or the default
Clerk ID.

22
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224

2241

2.25

2.2.6

2.2.7

IMPORTANT: Clerk Subtotals must be cleared on aregular basis (weekly is
recommended). If not, the Moneris Host will automatically clear the totals when the
number of transactionsfor a card type within a Clerk ID reaches 10,000.

Clerk IDs

Clerk IDs are unique identifiers that aterminal operator keys in when prompted each time
they perform atransaction. This allows you to produce Clerk Subtotal Reports tracking
financial totals and number of transactions by clerk.

Each Clerk 1D can have from one to six aphanumeric characters (punctuation and special
characters are not allowed).

A maximum of 255 Clerk IDs can be added for one Merchant ID.

Once Clerk IDs are set up and associated with your Merchant ID, they can be used on any
handheld terminal that has been configured using your Merchant 1D.

Default Clerk ID

A default Clerk ID can be assigned on the terminal and all transactions performed on that
terminal will be added to the Default Clerk 1Ds totals regardless of which operator performs
the transaction.

Invoice Number Prompt

This feature enables a prompt to key in an Invoice Number for every Credit and Debit
financial transaction. If thisfeature is activated, you have the option of entering an Invoice
Number or bypassing the prompt by simply pressing OK when the prompt appears.

The Invoice Number can be up to 10 characters long and any combination of alphabetic and
numeric characters (punctuation and special characters are not allowed).

If aPrivate Label card or a Purchasing card is used, the Invoice Number can beup to 7
characters long and you cannot bypass the Invoice Number prompt.

Terminal Names

If you have more than one terminal operating in one location, you can use this feature to
identify individual terminals by assigning a unique a phanumeric name to each terminal.

If you are using Multi-Terminal Batch Close, a Terminal Name must be assigned to each
terminal you wish to include in the multi-terminal reporting and batch close process.

To enable Multi-Terminal reporting:
e add (assign) aname to the terminal

e to prevent aterminal from being included in the multi-terminal report if, for
example, you are no longer using that terminal, delete the terminal name.

Multi-Terminal Batch Close

This function allows you to perform the Batch Close and print the Deposit Totals report on all
terminals or alist of terminals associated with the same merchant number from one of the
terminals.

For example, if you have 15 named terminal s associated with your merchant number, you
simply perform the multi-terminal reporting function on one of the 15 terminals and the Batch
Close and Deposit Totals functions are performed on all 15 terminals at the same time.
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2.2.8

229

The totals are cleared in the terminal that performs the multi-terminal reporting function, but
the totals are not cleared on the other associated terminals.

To use Multi-Terminal Reporting, you must set up a Terminal Name on each terminal you
wish to include to close remotely.

Per sonalized M essage on Receipts

This feature allows you to configure your terminal to print a personalized trailer message at
the bottom of your receipts. The language of the message will match the language on the
customer’s card if the card is swiped or the language selected during the cardholder prompts.
If the card number and expiry date are keyed in, the language of the customer’ s receipt will
match the language displayed on the terminal.

Corporate Cards

Corporate cards (also known as Purchasing cards) are a specia type of credit card that provide
enhanced reporting data to help cardholders with cost allocation, tax compliance and account
reconciliation.

If thisfeatureis enabled on your terminal, the terminal will prompt for a Customer Reference
Number and tax amounts when a Corporate card is swiped or keyed in for atransaction. The
reference number and tax amounts will be printed on the receipt and will aso appear on the
cardholder's monthly statement from the Corporate card issuer.

To perform a Corporate Card Purchase with a Stripe Card, refer to section 5.1.5 Credit Card
Purchase with a Corporate Card.

To enable and configure this feature refer to section 4.4 Configuring Corporate Cards.

2.2.10 PrivateLabd Cards

Use this feature to offer your customers a credit card that can be used exclusively in your
store or stores. Depending on the program you create with the Private Label card |ssuer, you
can process standard credit card transactions and Payment transactions as well as produce
reports containing your Private Label transactions.

Private Label credit cards may require the entry of a Promo Code. Instructions for entering a
Promo Code areincluded in all credit card transactions.

To configure the terminal to accept private label cards, refer to section 4.5 Configuring
Private Label.

2.2.11 PAN Fraud Check

To reduce the fraudulent use of credit cards, this security feature prompts you to key in the
last four digits of a credit card number after the card has been swiped. The PAN Fraud Check
then compares the keyed-in digits to the information contained in the card’ s magnetic stripe or
chip to ensure they match.

2.2.12 TheErnex Programs

The ERNEX programs allow you to offer your customers an electronic card-based program
that is activated and processed through the Moneris Mobile 8300 terminal. There are two
programs available;

o Gift Cards: allowsyou to offer your customers stored-value gift cards for pre-defined
dollar values as well as variable-value cards and rechargeable cards. Thisis available
for small businesses as the Moneris Gift Card program and as a customized program
for national chains.

24
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e Loyalty Points: allows you to reward customer loyalty by awarding points based on
the dollar value of purchases a cardholder makes. Thisis available for small
businesses as the Moneris Loyalty Card program and as a customized program for
national chains.

All transactions, administrative and configuration functions begin at the Gift & Loyalty
transactions menu.

2.2.13 Tip Entry by Cardholder

This feature gives your customers the option of keying in atip amount on the terminal during
the processing of a Debit and Credit Purchase transaction rather than leaving cash or writing
the tip amount on a Pre-authorization receipt. The tip entry prompt can be enabled to appear
only for Debit Purchase transactions or for all Debit and Credit Purchase transactions. It is
generally used in service-based industries.

Even if enabled, the Tip Entry prompt will not appear during:
e  Pre-Authorization transactions
o Completion transactions
e Advicetransactions
e Refund transactions

e Correction transactions

2.2.14 Tip Lineon Pre-Authorization Receipts

This feature gives your customers the option of adding atip amount to the purchase amount
on a Pre-Authorization transaction by indicating the tip amount on the Merchant copy of the
receipt. It istraditionally used in restaurants and other service-based businesses.

If you wish to allow cardholders to add atip to Purchase transactions as well as Pre-
Authorization transactions, you must enable the tip entry by cardholder feature.

2.3 Standard Procedures

These procedures are followed for all configurations of the Moneris Mobile 8300 terminal.
e  Powering up the terminal
e  Powering down the terminal
e Attaching the battery to the terminal
e Removing the battery from the terminal
e Charging the battery
e Loading apaper roll
e Changing the terminal display language
e  Swiping a magnetic stripe card
e Inserting achip card
e Taking amanual imprint of acredit card

e  Cardholder entry
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e Entering a cashback amount on a debit transaction
e entering atip amount on a credit transaction
e entering cardholder data on a chip credit card purchase or pre-auth
e entering cardholder data on a chip credit card refund
e Cancelling atransaction
e Cancelling areport
e  Finding the sequence number
e Using the manager password
e PAN Fraud Check
e Requesting Code 10 authorization
o Dealing with disputed debit transactions
e Termina security
e Entering alphabetic characters
e Reprinting areceipt

e Printing areceipt for a cash transaction

2.3.1 Powering Up the Mobile 8300
The Moneris Mobile 8300 terminal does not have an ON/OFF switch.

Power
adaptor
cable

The 8300 Char ge Base 2-part Power Cable

IMPORTANT: You must use the exact power adaptor and cable provided with the
charging base by Moneris Solutions. Failureto do so may affect the operability of, or
cause damageto, theterminal.

To power up (or turn on) the charging base:
1. Plug the power adaptor cable into the power port ( P) on the base.
2. Plug the power cable into the power adaptor.
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2.3.2

2.3.3

3. Plug the other end of the power cable into a power source, e.g. awall jack or a power bar.

To power up (or turn on) the terminal:

1. Press and hold the OK key until the display lights up and the keypad backlight comes on.
OR
Place the terminal on the charging base.

The termina is ready when the applications menu appears.

Powering Down the Mobile 8300

The Moneris Mobile 8300 terminal does not have an ON/OFF switch.
To help reduce battery usage, power down the terminal when you are not using it.

The terminal will power off automatically when it is has remained in Sleep Mode for
approximately 4 hours and the terminal is not sitting on a charging base.

To power down (or turn off) the terminal:
1. Pressthe * (asterisk) key to access the applications menu.

2. Press and hold down the CANC ANNUL key until the message “ Shutting Down 2"
appears and the terminal beeps.

3. Release the CANC ANNUL key.

The screen will go blank and the backlight will turn off.

Attaching the Battery

Chip reader

1. Turn the handheld so that the keypad
and display are facing to the left, the back
of the handheld is facing to the right and
the chip card reader is facing up.

ftep 4 2 Hold the battery with the connectors
facing downwards and the Verifone logo
facing the battery well.

IMPORTANT: Do not touch the
contactson the battery or the handheld.

3. Insert the two plastic teeth at the bottom
of the battery into the dlots at the bottom of
the battery well.

heypad

Dizplay i . .
4, Tilt the battery towards the terminal into

the battery well.

5. Press the top of the battery towards the
terminal until you hear aclick.
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Step 4 IMPORTANT: Thehandheld must be
power ed off before removing the battery.

1. Power off the handheld.

2. Turn the handheld so that the keypad and
display are facing to the | eft, the back of the
handheld is facing to the right and the chip
card reader isfacing up.

3. Press down on the latch on the battery.

4. Pull the latch to theright.
The top of the battery lifts off the back of the
handheld.

5. Holding onto the sides of the battery, lift
the battery up to disengage the two plastic
teeth at the bottom of the battery.

IMPORTANT: Do not touch the contacts
on the battery or the handheld.

2.34 Removingthe Battery
Chip resder
Feypad
Di=play
2.35 ChargingtheBattery

To recharge the battery, there are two options:

acar-charger cable that connects to avehicle's cigarette lighter. Thisis available for
purchase.

a charging base with charging cable and power adaptor. Thisis available for
purchase.

IMPORTANT: When charging a battery for thefirst time, it must be fully charged
beforeit isused. Thiswill take approximately 6 hours.

2351 Battery Charging Tips

The battery must be attached to the terminal for charging--never charge the battery
on the charging base by itself.

Avoid frequent full discharge - it is better to recharge more often.

Return the device to the charging station whenever possible. Charging afull battery
is safe and does not damage the battery.

The battery will not re-charge while the terminal is printing.

If the terminal has been inactive for a number of weeks, afull recharge may be
necessary.

Allow afull discharge once a month (or at least once every 3 months)

28
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It is not recommended that batteries be allowed to fully discharge for extended

periods of time as this may cause permanent damage.

2.3.6 Battery ChargelLeve

The battery charge level icon appears in the bottom |eft corner of the terminal display on all

menu screens except the applications menu..

-

lcon | % Description
Charge
. 100% Fully-charged battery
i 75% Battery almost fully charged
n 50% Half-charged battery
n 25% Battery almost empty
Printing slows down, and the green backlight goes off and can
not be turned on again until a charged battery is attached to the
terminal or the terminal is placed on a charging base.
L 10% Battery isvirtualy empty.
';‘ The terminal cannot print receipts or reports. The terminal will
7 not process transactions until a charged battery is attached to
the terminal or the terminal is placed on a charging base.
0% Battery is empty.

The terminal will power off unless a charged battery is
attached to the terminal or the terminal is placed on a charging
base.

237 SIM Card insertion

SIM Card Slot - No SIM Card

1. Remove the battery from the terminal.
2. Insert the SIM card in to the top right slot marked SIM.

Make sure that the metal contacts on the SIM card are face-down and the notch on the SIM

card is aligned with the notch on the outline of the SIM slot (marked SIM).

SIM Card Slot with SIM Card
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IMPORTANT: Therearefour slots. Make sureyou insert the SIM card into the SIM
dlot.

3. Re-attach the battery to the terminal .

4. Power up the terminal.
The terminal is ready when the applications menu appears.

2.3.8 Loading Paper intothe Terminal

Paper well open and empty Paper well open with roll of paper

To load a paper roll into the terminal:

1. Open the paper well at the back of the terminal.
Press the printer latch towards the back of the printer then lift the printer lid up and back.

2. Remove the paper roll that isin the paper well.

3. Place the new paper roll into the paper well with the loose end unrolling from the bottom of
theroll towards the top of the terminal.

4. Pull the loose end of the paper towards the top of the terminal at least one inch (2.2 cm)
past the metal teeth at the front of the paper well.

5. Close the printer lid and press firmly on it to ensure that it is securely latched.

6. Tear off the loose end of the paper by pulling it towards the keypad then sideways across
the metal teeth.

7. Pressthe 3 key to feed paper through the printer and ensure it is working properly.
The printer is ready to print again.

Note: If the printer ran out of paper in the middle of areceipt or report, you may be able to
reprint the receipt or report.

2.3.9 Changingthe Display L anguage

The terminal can display text in English or French. There are three options for changing from
one language to the other:

e accessthe Configuration Menu
e swipeor insert the Cardholder's card

e usethefunction keys at the " Select Language” prompt
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2.39.1 Usethe CONFIGURATION menu to Set L anguage

This option changes the default display language of both the merchant prompts and the
cardholder prompts. This change is permanent until thisfunction is used again.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
The first CONFIGURATION menu screen appears.

3. Select Set Language (you may need to scroll to the next menu screen).
The"Select Language" selection screen appears.

4. Select ENGL for English.
Select FREN to select French.
The termina returns to the transactions menu in the language selected.

23.9.2 Swipeor insert the cardholder'scard

This option changes the language for the duration of the current transaction. The next
transaction will be displayed in the default display language set up during the initial
configuration of the terminal.

If the cardholder's card has a different language code on its magnetic stripe or chip, the
cardholder prompts will be in the language indicated on the card.

2393 Usethefunctionskeysat the" Select Language" prompt

This option changes the language for the duration of the current transaction. The next
transaction will be displayed in the default display language set up during the initial
configuration of the terminal.

If the "Select Language" prompt appears, the cardholder can select ENGL or FREN. The rest
of the cardholder prompts will be displayed in the selected language and the cardhol der
receipt will be printed in the selected language.

2.3.10 Cash Receipt

Use this function to print areceipt for a cash purchase.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press 9 to print a cash receipt.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

The "Amount: $" entry screen appears.
3. Key in the amount of the purchase and press OK.

If the"Tip: $" entry screen appears:

your customer can key in atip amount and press OK

OR

simply press OK to print atip line and total line on the cash receipt.

A cash receipt is printed.
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2.3.11 TakingaManual Imprint of a Credit Card

If the "Imprint Card Press OK Key" prompt appears:

1. Take an imprint of the customer's Credit Card using the imprinter and appropriate paper
Sales Draft (e.g. aVISA purchase paper sales draft for a purchase on aVISA card).
Ensure that the Card Number, Issue Date, Expiry Date and Cardholder Name are legible.

2. Print the transaction date and amount on the paper sales draft.

If the transaction amount is over your Merchant Floor Limit, call the Moneris Credit
Voice Authorization number to obtain a V oice Authorization Number for the
transaction and record the Voice Authorization Number on the paper sales draft.

3. PURCHASE:

Have the cardholder sign the sales draft.

Ensure their signature matches the signature on the card. If not, contact the Moneris Merchant
Service Centre.

REFUND:
Sign the sales draft yourself.

4. Provide the customer with the Cardholder Copy of the Sales Draft and retain the Merchant
Copy for your records.

5. Press OK to continue the transaction.
Go back to the transaction.

2.3.12 Cancelling a Transaction

Note: Once the terminal has begun communicating with the Moneris host, i.e., once the
Processing message is displayed, the transaction can no longer be cancelled.

To cancel atransaction:

1. PressCANC ANNUL.

The termina prints the Merchant Copy of the receipt with TRANS CANCELLED on it and, if
configured, prints the Customer Copy of the receipt with TRANS CANCELLED on it then
returns to the transactions menu.

2.3.13 Correcting Transactions

23131

The Correction transaction can be used to correct, or void, any Purchase, Advice, Completion,
Payment or Refund transaction in the current batch. Y ou can not correct a Pre Auth or a
Correction. Perform a correction only when a transaction was entered incorrectly and needs to
be cancelled.

IMPORTANT: Thistransaction is always processed for the full amount of the original
transaction and it must be processed in the same batch asthe original transaction.

This transaction can be used for any card input method: chip or magnetic stripe or manual
entry

To start a correction:

e use the Correction transaction on the Debit & Credit transactions menu to:
- select the last purchase or refund transaction

Note: If the last transaction was a Pre Auth and you select Y es at the " Correct
Last Trx" selection screen, the terminal will display the transaction information
for the most recent purchase or refund performed before the Pre Auth.
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- search by sequence number
- search by card number

e usethe Batch Review function on the Debit & Credit transactions menu to search by:
-clerk ID
- transaction amount
- card number
- sequence number

2.3.13.2 Required Information

To correct a debit card transaction (chip or magnetic stripe), you will need the transaction
information plus the card and the cardhol der.

To correct credit card transaction (chip or magnetic stripe), you will need the transaction
information.

2.3.14 Canceling a Report

To cancel areport:
1. Press CANC ANNUL.

If the report has begun printing, the terminal stops printing the report.
Note: The Termina Stats report will continue printing until the report is finished.
2. Thetermina returns to the REPORTS menu.
3. press CANC ANNUL to return to the transactions menu.

2.3.15 Reprinting Receipts

This prints a duplicate Merchant Copy of receipts.

Note: If you wish to have the option of printing the Customer Copy of the receipt, configure
the Rprnt Cust Copy parameter.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Pressthe REPRINT key (third purple key from the |eft, below the rﬁ icon on the screen).
The REPRINT menu appears.

3. To reprint the Merchant Copy of the last transaction receipt, select Last Receipt.
To select adifferent receipt by sequence number, select Any Receipt, key in the Sequence
Number and press OK.

4. The terminal prints the Merchant Copy of the receipt

If the Prnt Cust Copy? prompt appears,
Select Yesto print the Customer Copy of the receipt OR
Select No to return directly to the transactions menu.

The terminal returns to the transactions menu.

2.3.16 Disputed Debit Transactions

Do not attempt to resolve or compensate a cardhol der for a disputed Debit transaction. Refer
the Cardholder to their Financial Institution.
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2.3.17 Code 10 Authorization

During atransaction, if you feel that a customer, card or transaction is suspicious and needs
investigating, call the Moneris Merchant Service Centre and state that the call is a Code 10.
Thiswill alert the Moneris agent without alarming your customer. The operator will ask you
some "Y es/No" questions and then provide instructions.

Reasons for calling in a Code 10 include:

e thesignature on the credit card does not seem to match the signature on the receipt.
e thecard appears to have been tampered with.

¢ the name on the card isinconsistent with the person’s gender.

e thecustomer is purchasing an unusual number of expensive items.

e thecustomer’s purchases seem randomly selected, with little regard for size, quality
or value.

¢ the customer seems nervous or signs slowly with uncertainty.

2.3.18 Terminal Security

To minimize the risk of unauthorized transactions being processed through your terminal after
your business hours, log off the terminal at the end of each business day and log on again at
the beginning of each business day.

The Manager Password allows you to restrict access to various terminal functions and
financial transactions that impact your financial account (e.g. refunds and voids).

2.3.19 TheManager Password

The Manager Password restricts access to various terminal functions aswell asfinancia
transactions that impact your financial account (e.g. refunds and voids).

IMPORTANT: You, the merchant, are solely responsible for the security of the
Manager Password at all times. If your Manager Password is compromised, changethe
password immediately.

There are anumber of factors that affect whether the terminal prompts for a Manager
Password including how the terminal is set up on the Moneris Host and how you have
configured the passwords on the terminal.

If the prompt is not enabled, the Passwor d: prompt may still appear for:

e Debit Refunds and Credit Refunds

e dl typesof Corrections

o  Payments (if supported)

e Logon

e Batch Close - Single or Multi-terminal
e Deposit Totals report

e Merchant SubTotals report

e Clerk SubTotals report

e Quick Setup

2.3.20 Entering Alphabetic Charactersand Punctuation
To key in aphabetic characters and punctuation:

1. Press the number key with the character you wish to display
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2. Pressthe ALPHA key repeatedly until the character appears on the screen.
For example, tokey in THANK YOU.
To key in this text: Press these keys on the keypad:

T 8ALPHA
H 4ALPHA ALPHA
A 2ALPHA
N 6ALPHA ALPHA
K 5ALPHA ALPHA

[space] OALPHA ALPHA

Y 9ALPHA ALPHA ALPHA
O 6ALPHA ALPHA ALPHA
U 8ALPHA ALPHA

. [period] 1ALPHA
Note: Usethe Corr key to delete single characters.
The following punctuation and special characters are available:
Note: These are not allowed for Clerk IDs and Invoice Numbers.

KEY | CHARACTER
1 . (period or dot)
\ (backslash)

~ (tilde)

%

@ (at sign)

/ (dlash)

?

[

]

{

* (asterisk)

, (comma)

' (apostrophe)

" (quotation mark)

}
0 - (hyphen)

(space)
+

&
# # (pound or number sign)

OO N0 WIN

$

2.3.21 EnteringtheClerk ID

If alphanumeric data needs to be entered, refer to section 2.3.20 Entering al phabetic
characters and punctuation.

If the"Clerk Id:" entry screen appears, key in your clerk ID and press OK.
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2.3.22 Entering thelnvoice Number

If you need to enter alphanumeric data, refer to section 2.3.20 Entering alphabetic characters
and punctuation for instructions.

If the "Invoice #:" entry screen appears, key in the invoice number (max. 10
alphanumeric characters) and press OK, or simply press OK to leave this blank.

If thisisthe second appearance of the "Invoice #" entry screen in this transaction, you
must enter avalue (max. 7 aphanumeric characters) and press OK.

2.3.23 Finding the Sequence Number

The Sequence Number is printed on the transaction receipt for all transactions. It is used to
select a transaction from the terminal memory for completions, deletions, corrections,
reprinting receipts and the Batch Review inquiry.

For completing and deleting Pre Auths, use the sequence number on the Pre-Authorization

Note: If you do not have the Pre Auth receipt, print the Pre-Auth Transactions report to find
the Pre Auth you wish to complete.

For voiding atransaction (i.e. performing a correction), use the sequence number on the
receipt of the transaction you wish to void.

Note: If you do not have the original receipt, use the Batch Review function to find the
transaction you wish to void.

If the Seq # on the receipt is: 0010020340
Then the Sequence Number is; 002034

2.3.24 Cardholder Entry

23.24.1 Tip Amount Entry by Credit Cardholder

When the "Customer Press OK To Continue" prompt appears.

a. Pass the terminal to the customer. Do NOT press OK.

Note: The cardholder prompts appear in the language encoded in the card's magnetic
stripe.

If the "Select Language" prompt appears, the cardholder can select ENGL or
FREN. Therest of the cardholder prompts will be displayed in the selected
language.

b. The cardholder presses OK to continue the transaction.
The"Amount OK?" prompt appears.

c. The cardholder selects Y es (or presses OK) to accept the purchase amount
displayed.

Note: If the cardholder selects No (or presses CANC ANNUL), the transaction is
cancelled.

The"Tip: $0.00" entry screen appears.
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d. The cardholder keys in the amount of the tip they wish to add to the purchase and
presses OK. If they do not wish to add atip, they can simply press OK.
The"Return to Clerk" prompt appears.

e. The cardholder returns the terminal to you.
Accept the terminal from the cardholder.

f. Press OK to continue the transaction.
Continue the Credit Purchase transaction.

2.3.24.2 Entering the Cashback Amount on a Debit Transaction

This prompt appears only during a Debit Purchase with a chip card or a Debit Purchase with a
magnetic stripe card.

The "Cashback?' selection screen appears.
If the cardholder wishes to withdraw cash from their account:

Note: The Cashback amount will be withdrawn from the same account used
for the purchase transaction, e.g. if the cardholder selects CHQ when
prompted, both the Purchase amount and the Cashback amount with be
withdrawn from their chequing account.

a The cardholder selects Yes.

The "Cash:" selection screen appears with the pre-programmed amounts listed
beside the function keys.

b. The cardholder presses a function key to select an amount OR
The cardholder selects Other then keysin adifferent amount and presses OK.

Note: The Cashback amount will be displayed above the "Return to Clerk"
prompt.

If they do NOT wish to withdraw cash from their account:
a. The cardholder selects No.
The"Total OK?' prompt appears.
Continue the Debit Purchase with a magnetic stripe card transaction.

Continue the Debit Card Purchase using a Chip Card transaction.

2.3.24.3 Additional Cardholder Promptsfor Chip Card Transactions
If the "Customer Press OK To Continue" prompt appears a second time:

a. Pass the terminal to the customer. Do NOT press OK.
b. The customer presses OK to continue the transaction.

c. The'Processing..." and "Receiving..." messages appear followed by the
"APPROVED Please Remove Card" prompt appears.

d. The customer removes their chip card from the reader.
The "Return To Clerk" prompt appears.

e. The customer hands the terminal back to you.
Continue the Credit Card Purchase using a Chip Card transaction.
OR

Continue the Credit Pre-Authorization using a Chip Card transaction.
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2.3.24.4 Cardholder Entry for Credit Purchase or Pre Auth using a Chip Card
When the "Customer Press OK To Continue" prompt appears:

a. Pass the terminal to the customer. Do NOT press OK.
b. The cardholder presses OK to continue the transaction.
Note: The cardholder prompts appear in the language encoded in the card's chip.

If the "Select Language" prompt appears, the cardholder can select ENGL or
FREN. Therest of the cardholder prompts will be displayed in the selected
language and the cardholder receipt will be printed in the selected language.

If the "Select Appl:" prompt appears, the cardholder can use the function keys
to select a credit application then selects Y es to confirm that the correct
application name is displayed.

The"Amount OK?" prompt or the "Total OK?" prompt appears.
¢. The cardholder selects Y es and accept the amount displayed.

Note: If the cardholder selects No (or presses CANC ANNUL ), the transaction is
cancelled.

If the"Tip: $0.00" entry screen appears,

The cardholder keys in the amount of the tip they wish to add to the purchase
amount and presses OK. If they do not wish to add atip, they can simply press
OK.

If the "Enter PIN & OK:" entry screen appears,
the cardholder must key in their PIN and press OK.

If the "Return to Clerk Do Not Remove Card" prompt appears,

the cardholder returns the terminal to you.

Accept the terminal from the cardholder then press OK to continue the
transaction.

If the 'Processing..." and "Receiving..." messages appear followed by the
"APPROVED Please Remove Card" prompt,
The cardholder removes their chip card from the chip card reader.

The"Return To Clerk" prompt appears.

d. The customer hands the terminal back to you.

Continue the Credit Card Purchase using a Chip Card transaction.

Continue the Credit Pre-Authorization using a Chip Card transaction.

2.3.245 Cardholder Entry for Credit Refund using a Chip Card E

When the "Customer Press OK To Continue" prompt appears:

a. Pass the terminal to the customer. Do NOT press OK.
b. The cardholder presses OK to continue the transaction.

Note: The cardholder prompts appear in the language encoded in the card's magnetic
stripe.
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If the "Select Language" prompt appears, the cardholder can select ENGL or
FREN. Therest of the cardholder prompts will be displayed in the selected
language and the cardholder receipt will be printed in the selected language.

If the "Enter PIN & OK:" entry screen appears,
the cardholder must key in their PIN and press OK.

The 'Processing..." and "Receiving..." messages appear followed by the "APPROVED
Please Remove Card" prompt.

c. The cardholder removes their chip card from the chip card reader.
The"Return To Clerk" prompt appears.

d. The customer hands the terminal back to you.
Continue the Credit with Chip Card Refund transaction.
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3 The Moneris Mobile 8300 Hardware
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TheMoneris Mobile 8300 Terminal

The Mobile 8300 consists of

e ahand-held wireless terminal with:

an integrated pinpad

an LED status light

abacklit display

abacklit keypad

an integrated printer

amagnetic stripe reader

achip reader

aremovable, rechargeable battery

e acharging base
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3.1 Settingup the Terminal
Y ou must perform three steps to set up the hardware:
1. Chargethe battery.

IMPORTANT: When charging a battery for thefirst time, it must be charged for a
minimum of 3 hours.

2. Insert the SIM card.

3. Check the printer for paper:
a. From the applications menu, select "DEBIT & CREDIT".
b. Pressthe 3 key to seeif paper appears.

Note: If no paper appears, load a paper roll in the printer.

3.2 TheBattery

Top of Battery Bottom of Battery

The Mobile 8300 is powered by aremovable Li-ion battery.

IMPORTANT: You must use only batteries provided by Moneris Solutions. Failureto
do so may affect the operability of, or cause damage to the terminal and/or battery and
Moneris Solutions shall have no liability whatsoever for afailureto follow these
instructions.

To extend the battery life, reduce battery usage. Y ou can power off the terminal manually
when you are not using it or wait for the terminal to go into stand-by mode after a set time
period.

The battery can only be charged while attached to the terminal. It cannot be charged by itself.
To purchase additional batteries, contact Moneris Solutions.

To attach the battery to aterminal, refer to section 2.3.3 Attaching the Battery.

To remove the battery from aterminal, refer to section 2.3.4 Removing the Battery.
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3.3 Charging Base

The Moneris M obile 8300 Charging Base

IMPORTANT: You must use the exact power cable and power adaptor provided with
the terminal by Moneris Solutions and use only batteries provided by Moneris Solutions.
Failureto do so may affect the operability of, or cause damageto the terminal, the
battery and/or the charging base and Moneris Solutions shall have no liability
whatsoever for afailureto follow theseinstructions.

The base consists of the terminal cradle (see above) and the two-piece power cable.

331 LED StatusLight on the Charging Base

The LED Status Light on thefront of the Charging Base

When the right-hand LED (above the 1i!)wmbol) isglowing solid green, the power cableis
plugged into base and providing power to the base.

Please note that the | eft-hand LED (above the E symboal) is not used on the charging base
available from Moneris Solutions.
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3.3.2 Power Port on the Charging Base

Power port

34 TheCables
34.1 ThePower Cablefor the Charging Base

Power
adaptor
cable

IMPORTANT: You must use the exact battery charging cable and power adaptor
provided with the terminal by Moneris Solutions and use only batteries provided by
Moneris Solutions. Failure to do so may affect the operability of, or cause damageto the
terminal and/or the battery and Moneris Solutions shall have no liability whatsoever for
afailureto follow theseinstructions.

Before you begin , ensure the battery is attached to the terminal.

1. Plug the power adaptor cable into the power port on the charging base (P).
2. Plug the power cable into the power adaptor.
3. Plug the other end of the power cable into a power outlet.
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34.2

o the LED flashes amber and the battery charge level icon will appear on the terminal
display while the battery is charged.

Charging Cablefor Usein Your Vehicle

Insert this end
in to the charging
port on the 8300

Insert this end
in to the vehicle's
cigarette lighter

IMPORTANT: You must use the exact battery charging cable and power adaptor
provided with the terminal by Moneris Solutions and use only batteries provided by
Moneris Solutions. Failure to do so may affect the operability of, or cause damageto the
terminal and/or the battery and Moneris Solutions shall have no liability whatsoever for
afailureto follow theseinstructions.

1. Ensure the battery is attached to the terminal.
2. Plug the charging cable into the port on the terminal and the vehicle's cigarette lighter:

e the LED on the terminal flashes amber and the battery charge level icon will appear
on the terminal display while the battery is charged.

3.5 LED StatusLight on the 8300

e Green—Solid: Termina is charged and ready to use.

e Green-—Flashing: Terminal isin sleep mode.

e Red - Flashing Slowly: Out of paper.

e Red - Flashing Quickly: Very low battery

e  Amber - Flashing Slowly while terminal is on the charging base: Battery is charging.

e  Amber - Flashing Slowly while the terminal is running on battery power: Low
battery.

e Off —Theterminad is off.

3.6 TheDisplay

When the terminal is not performing any transactions or functions, and has been idle for a pre-
set period of time, the terminal will display the applications menu.
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3.7 TheTerminal Keypad

The terminal keypad contains alphanumeric keys and function keys.

3.7.1.1  Alphanumeric Keys

These keys alow you to enter amounts for transactions, text for receipt messages and
selection criteriafor reports. Some al phanumeric keys also act as function keys. Refer to
seciton 3.7.1.2 The Function Keys.

3.7.1.2 TheFunction Keys

NAME

ALLOWSYOUTO...

FOto F5

select the option displayed on the right-hand side of the display screen
beside the function key

Purple keys

Arrow Key

Reprint Key

Reports Key

select the icon displayed on the bottom of the display screen above the
purple key

scroll down or up

Thefirst purple key on the left, located under the arrow icon ( -l or t ).
launch the REPRINT menu

The second purple key from the right, located under Reprint icon ( E ).
launch the REPORTS menu

L]
Thefirst purple key on the right, located under the Reportsicon ( ==).

ALPHA

enter alphabetic charactersfor personalized receipt text, Clerk 1Ds, etc.
Located in the middle of the row of purple keys.

CANC
ANNUL

- cancel atransaction

- return to the transaction menu after completing a transaction

- return to the previous menu when performing ADMIN functions
Thered key located at the bottom left of the keypad.

CORR

- clear the last character or number entered (by the cardholder or the
merchant)

- return to the previous cardholder prompt if no value is currently
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displayed for the cardholder prompt

- clear the value displayed when a prompt isfirst displayed

- change the direction of the arrow icon above the 1st purple function
key.

The yellow key located at the bottom centre of the keypad.

OK - confirm the data input is complete
- confirm the data displayed is correct

- display the CONFIGURATION menu if pressed when theterminal is at
the transactions menu.

The green key located at the bottom right of the keypad.

3 advance the paper in the printer
6 access the Quick Setup menu

9 print a Cash Receipt

* (asterisk) return to the applications menu

3.8 TheMagnetic Stripe Reader

The Magnetic Stripe Reader (MSR) islocated in aslot on the right-hand side of the terminal.
When apayment card is swiped, the M SR reads the information encoded on the card's
magnetic stripe.

Back
of Terminal

Place payment card
with Magnetic stripe
down and facing
towards the terminal

Magentic
Stripe
Reader

Swipe the Payment Card
frombB ack to Front
OR
Frontto Back

To swipe a card, the magnetic stripe must be down and facing towards the terminal.

Cards can be swiped from the back of the terminal forwards or from the front of the terminal
backwards.

3.9 TheChip Card Reader

The chip card reader islocated in aslot in the front of the terminal. When a chip card is
inserted, the chip card reader reads the information on the card's chip (e.g., whether to prompt
for PIN or print asignature line on the receipt).
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To correctly insert the chip card into the chip card reader:

& Money Bank

38

234 5L78-5000

Inserting a Chip Card in to the Chip Card Reader

Ensure that:

the card isfacing up

AND

the chip is closest to chip card reader dot on the terminal.
Then dlide the card into the chip card reader slot until the card stops sliding in.
IMPORTANT: Leavethe chip card in thereader for the entire transaction.
When the REMOVE CARD prompt appears, pull the card gently out of the chip card reader.

3.10 Thelntegrated Printer

A thermal printer isintegrated into the Moneris Mobile 8300 terminal. It prints black text on
white, one-part thermal paper.
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Y our Mobile 8300 terminal can be set up to accept and process a variety of cardsincluding
debit cards, credit cards, Private Label credit cards, and corporate (a.k.a. purchasing) credit
cards. The terminal can also be set up to support gift card programs and loyalty programs.

Before you begin using your terminal to process transactions, you must configure it, inputting
any special values and parameters needed for the options you wish to use.

Ensure you have the following available:
e your Merchant ID
1. Configure the communications parameters.
2. Select the optional features you intend to use on the terminal.
3. Configure the features.
Note: Some terminal parameters can be edited using the Quick Setup menu.

4. Print aParameters Report.

4.1 Quick Setup

The Quick Setup menu provides quick access to a number of popular terminal configuration
parameters. Seethelist of parameters below.

From the transactions menu:

1. Press 6.
The Password: entry screen appears.

2. Key in the manager password and press OK.
Thefirst Quick Setup menu appears.

4.1.1 Optionsfor each Parameter
View (display and edit parameters)

Print (print alist of parametersin the sub-menu and their current values)

412 Parameters

These parameters can a so be found on other menus. For instructions on editing the
parameters, refer to the section for the menu indicated in parentheses beside the parameter.

Phone
Do Not Use

Terminal
MONC Term Id (also found in the Edit Format menu)

MONC Merch Num (also found in the Edit Format menu)

Tip Processing (also found in the Edit Terminal menu)
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ClIrk/Srvr Mode (also found in the Edit Terminal menu)
Customer Copy (also found in the Receipt Parameters menu)

Header Line 1 to 6 (also found in the Receipt Parameters menu and the Edit MIT
menu)

Terminal Beep (also found in the Edit Terminal menu)

Communications
Do Not Use

| P Hosts
Do Not Use

4.2 Configuring the Receipt Format

42.1 Receipt Parameters
Displays the parametersin the Edit PCT menu
For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.
Transactions menu > CONFIGURATION menu > SETUP menu > Printer > Edit PCT
Some parameters can not be edited unless the terminal batch is empty. If the Edit Not Allwd
Batch Not Empty message appears, perform a Batch Close transaction then try editing the
parameter again.
Header Line2to 5
the third through sixth lines of text that appears after your merchant name and address at the
top of the receipt
you may also edit the Header Line 1 and Header Line 6 parameters
key in aphanumeric text (max. 40 characters) and press OK
Footer 1t0 3
text that appears at the bottom of the receipt
you may also edit the Footer 4
key in aphanumeric text (max. 40 characters) and press OK
Customer Copy
when this parameter is set to Confirm or Automatic, the terminal will print the customer copy
of the receipt
Confirm
Automatic
None
Reprnt Cust Copy
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4.3

43.1

4.3.2

4.3.3

when this parameter is set to Confirm or Automatic, the terminal will reprint the customer
copy of the receipt.

None (only the Merchant Copy of the receipt can be reprinted)

Confirm (the Merchant Copy will always print followed by the Prnt Cust Copy?
prompt)

Automatic (both the Merchant Copy and the Cardholder Copy will print)

Prompt Beep Delay

Number of seconds to wait after beeping and displaying the ‘ Tear Receipt; Press OK key’
message before printing the customer receipt

key in number of seconds and press OK

Enable Printer
turn the printer on or off

On

Off (resultsin the "printer disabled" message any time areport should be printed or
"Printer Error" any time afinancial transaction is attempted)

Configuringthe Tip Prompt and Tip Line

There are three ways to configure the terminal to include atip on purchases or pre-
authorizations:

e prompt the cardholder to enter atip amount either on the terminal or on the receipt
e automatically add atip amount to a purchase or pre-authorization

e print alist of suggested tip amounts on a pre-authorization receipt

Prompt to Enter a Tip Amount

For purchases, completions, and advice transactions, the user is prompted to enter atip
amount and the tip amount is printed on the receipt.

For the pre auth transactions, a blank tip lineis printed on the receipt.
Tip Processing = On

Tip%nn.nn=0

Automatically Add a Tip Amount

Thetip amount is calculated and printed on the receipt. Tip Percentage is calculated on the
base amount, not the total amount (base amount + tax amount).

Tip Processing = On
Tip % nn.nn > 0 (e.g., for 15% Enter 1500. range = 0 to 9999)

Print Suggested Tip Amountson the Pre Auth Receipt

This method is only available for pre-authorization transactions.

Example: If Gratuity Guideis set to ON and no tip was keyed in, the following values for the

suggested tip for a $20.00 credit transaction are printed on the pre auth receipt:
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Gratuity Guidelines:
15% = $3.00
20% = $4.00
25% = $5.00

Tip Processing = On

Gratuity Guide? = ON

Sug Tip% 1 nn (default = 15, key in the percentage as a two-digit number)
Sug Tip% 2 nn (default = 20, key in the percentage as a two-digit number)
Sug Tip% 3 nn (default = 25, key in the percentage as a two-digit number)

4.4 Configuring Corporate Cards

Use this function to indicate the type of sales tax applied in your geographic location and
enter your GST and provincial tax numbers as applicable. Thiswill determine which tax type
prompt appears during corporate card transactions and the tax number that appears on the
monthly statements your corporate card customers receive.

1. Enable the terminal to process corporate cards.

2. Configure tax-related parameters.

4.5 Configuring Private Labd

The terminal does not require additional configuration in order to process Private Label credit
cards. However, before using Private Label cards you must:

e contact Moneristo obtain alist of Private Label card Issuers.
e contact the Private Label card Issuer and arrange for service from them.

e notify Moneristhat you will be using this service to ensure that your terminal's
initialization parameters are updated on the Moneris Host.

e re-initialize your terminal

4.6 Configuring Clerk Subtotals

To configure the terminal to perform Clerk Subtotalling:
1. Add Clerk IDs.
2. If you wish to use the same clerk ID for al transactions, set the Default Clerk ID.

Y ou can now produce Clerk Subtotal reports on your terminal.

4.6.1 Adding Clerk IDs (including the Default Clerk 1D)

Use this function to add the Clerk IDs to be associated with your Merchant ID. The terminal
must communicate with the Moneris Host in order to complete this function.

The Clerk IDs you enter here can be entered at the ENTER CLERK 1D prompt during
transactions and will be used in Clerk Subtotals Reporting.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.
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2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Servers.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The CONFIGURE SERVER menu appears.

4. Select Add Server to add aclerk ID.
The"Clerk ID:" entry screen appears.

5. Key inthe Clerk ID to be added and press OK . (Refer to section 2.3.20 Entering alphabetic
characters and punctuation.)
The"Clerk ID:" entry screen re-appears.

To continue adding Clerk IDs, repeat step 5.

Y ou can add a maximum of 20 Clerk |Ds at one time.

Once 20 Clerk | Ds have been entered for addition, the terminal communicates with the
Moneris Host to add the Clerk IDs to the Host.

6. When al the Clerk 1Ds have been entered for addition, press CANC ANNUL.
The"Send to Host?" selection screen appears.

7. Select Yes and send the Clerk 1Ds to the Moneris host for addition.
The terminal communicates with the Moneris Host then displays APPROVED and beeps.

8. Press OK to return to the CONFIGURE SERVER menu.
9. Press CANC ANNUL twice to return to the transaction menu.

4.6.2 Removing Clerk IDs

Use this function to remove Clerk 1Ds associated with your Merchant ID. The terminal must
communicate with the Moneris Host in order to complete this function.

The Clerk 1Ds you remove here can no longer be entered at the ENTER CLERK 1D prompt
during transactions and cannot be used in Clerk Subtotals Reporting.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Servers.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The CONFIGURE SERVER menu appears.

4. Select Delete Server to delete aclerk ID.
The"Clerk ID:" entry screen appears.

5. Key in the Clerk 1D to be removed and press OK. (Refer to section 2.3.20 Entering
alphabetic characters and punctuation.)
The"Clerk ID:" entry screen re-appears.

To continue removing Clerk IDs, repeat step 5.
Y ou can remove a maximum of 20 Clerk IDs at one time.
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Once 20 Clerk | Ds have been entered for removal, the terminal communicates with the
Moneris Host to remove the Clerk | Ds from the Host.

6. When all the Clerk 1Ds have been entered for removal, press CANC ANNUL.
The"Send to Host?" selection screen appears.

7. Select Yesto send the Clerk IDs to the Moneris host for removal.
The terminal communicates with the Moneris Host then displays APPROVED and beeps.

8. Press OK to return to the CONFIGURE SERVER menu.
9. Press CANC ANNUL twice to return to the transaction menu.

4.6.3 EnablingtheClerk ID Prompt

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Setup.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The SETUP menu appears.

4. Select Terminal.
Thefirst Edit Terminal parameter screen appears.

5. Select Next repeatedly until the "Clrk/Srvr Mode" screen appears.

6. Select Edit.
The"ClIrk/Srvr Mode" selection screen appears.

7. Select Prompt.
Note: If you are using a Default Clerk 1D, you must select No to disable this prompt.
The"Clrk/Srvr Mode" selection screen re-appears.

8. Select Exit.
The "Save Changes?" prompt appears.

9. Select OK.
The SETUP menu re-appears.

10. Press CANC ANNUL twiceto return to the Debit & Credit transactions menu.

4.6.4  Setting the Default Clerk ID
Before setting the default clerk 1D, the Clerk 1D prompt must be disabled.

Y ou must add the Default Clerk 1D to your merchant ID before using it as the default.

Note: If you have more than one terminal, you must set the default clerk 1D on each
terminal individually.

The ENTER CLERK ID prompt will not appear during transactions when the Default Clerk
IDis set.

From the applications menu:

54 Moneris Mobile 8300 Operating Manual v1.0.08



4. Configuring Your Terminal

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. PressOK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Setup.

If the "Password:" entry screen appears,
key in the manager password and press OK.

Thefirst SETUP menu screen appears.

4. Select Merchant.
Thefirst Edit Format parameter appears.

5. Select Next repeatedly until the "Default Clerk" parameter appears.

6. Select Edit.
The"New:" entry screen appears.

7. Key in the Clerk 1D to be used as the default and press OK. (Refer to section 2.3.20
Entering alphabetic characters and punctuation.)
The"Default Clerk" parameter re-appears with the default clerk ID displayed.

8. Select Exit.
The "Save Changes?" prompt appears.

9. Select OK.
Thefirst SETUP menu screen re-appears.

10. Press CANC ANNUL twice to return to the transaction menu.

4.7 Configuring Multi-Terminal Reporting

47.1 Terminal Names

If you have more than one terminal operating in one location, you can use this feature to
identify individual terminals by assigning a unique a phanumeric name to each terminal.

If you are using Multi-Terminal Batch Close, a Terminal Name must be assigned to each
terminal you wish to include in the multi-terminal reporting and batch close process.

To enable Multi-Terminal reporting:
e add (assign) aname to the terminal

e to prevent aterminal from being included in the multi-terminal report if, for
example, you are no longer using that terminal, delete the terminal name.

4.7.2 Adding the Terminal Name

Use this function to set the terminal name to be associated with your Merchant ID. The
terminal must communicate with the Moneris Host in order to compl ete this function.

The terminal name you enter here will be used for the Multi-Terminal Reporting function.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

Moneris Mobile 8300 Operating Manual v1.0.08

55



4. Configuring Your Terminal

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Terminal Name.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The Term Name Config menu appears.

4. Select Add Terminal to add the terminal name.
The"Terminal Name:" entry screen appears.

5. Key in theterminal name for thisterminal and press OK . (Refer to section 2.3.20 Entering
alphabetic characters and punctuation.)
The"Send to Host?" selection screen appears.

6. Select Yes and send the terminal name to the Moneris host for addition.
The terminal communicates with the Moneris Host then displays APPROVED and beeps.

8. Press OK to return to the Term Name Config menu.
9. Press CANC ANNUL twice to return to the transaction menu.

4.7.3 Deleting the Terminal Name

Use this function to remove the terminal name from your Merchant ID. The terminal must
communicate with the Moneris Host in order to complete this function.

The name of the terminal used to perform this transaction will no longer be available to be
used for the Multi-Terminal Reporting function.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Terminal Name.

If the "Password:" entry screen appears,
key in the manager password and press OK .

The Term Name Config menu appears.

4. Select Del Terminal to delete the terminal name.
The "Delete Now?' selection screen appears.

5. Select Y es and send the terminal name to the Moneris host for deletion.
The terminal communicates with the Moneris Host then displays APPROVED and beeps.

6. Press OK to return to the Term Name Config menu.
7. Press CANC ANNUL twice to return to the transaction menu.

4.8 Initialization

This function sends information about the terminal to the Moneris Host and receives
additional parameters and information from the Host. If you are setting up your terminal for
the first time, follow the First Initialization instructions below.
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If changes have been made to your terminal configuration or your merchant account, the
terminal may display 'Init Required' or the Service Centre may call and ask you to re-initiaize
your terminal. Follow the Re-initialization instructions bel ow.

481 First Initialization

Thisfunction MUST be performed once, after completing configuration, in order to use your
terminal to process transactions.

Note: Before attempting this function, ensure that the SIM card has been inserted.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Configure the terminal 1D and your merchant ID in the terminal:

a. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

b. Select Setup
The Password: entry screen appears.

¢. Key in the manager password and press OK.
The SETUP menu appears.

d. Select Merchant. (Y ou may need to scroll through the menu items.)
Thefirst Edit Format parameter, Term Id, appears.

e. Select Edit.
The Term Id entry screen appears.

f. Key inthe 8-digit termina 1D and press OK.
The Term Id display screen re-appears with the terminal ID displayed.

g. Select Next.
The Merch Num. parameter appears.

h. Select Edit.
The Merch Num. entry screen appears.

i. Key inyour 13-digit Moneris Merchant ID and press OK.
The Merch Num. display screen re-appears with your Merchant 1D displayed.

j. Select Exit.
The Save Changes? prompt appears.

k. Select OK.
The SETUP menu reappears.

3. Initidlize the terminal:

a. Press CANC ANNUL.
The CONFIGURATION menu reappears.

b. Select Initialization (you may need to scroll through the menu items).
The "Retain Settings?' prompt appears.

C. Select Yes.
The terminal communicates with the Moneris Host. This may take afew minutes.

When the initialization is complete, the transactions menu re-appears.

Moneris Mobile 8300 Operating Manual v1.0.08 57



4. Configuring Your Terminal

If the "Host Logon Required" prompt appears, you must perform a log on
transaction.

4872 Re-initialization

If changes have been made to your terminal configuration or your merchant account, the
terminal will display 'Init Required'. Y ou must re-initialize your terminal by 3:00 a.m. the
next morning in order to continue processing transactions.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. PressOK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Initialization. (Y ou may need to scroll through the menu items.)
If the Password: entry screen appears, key in the manager password and press OK.
The "Retain Settings?' prompt appears.

4. Select Yes.
The terminal communicates with the Moneris Host. This may take afew minutes.

When the initialization is complete, the transactions menu re-appears.

If the "Host Logon Required" prompt appears, you must perform a log on transaction.
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A financial transaction involves the transfer of funds between a cardholder's account and your
own business account. For example, a credit purchase transaction moves funds from the credit
cardholder's account to your business account. A debit refund moves funds from your
business account to the debit cardholder's chequing or savings account.

The Moneris Mobile 8300 Point of Sale terminal can process a variety of financial
transactions using debit cards and credit cards, including Private Label credit cards and
corporate (purchasing) cards.

IMPORTANT: It isthemerchant’sresponsibility to ensurethat proper card processing
procedures are followed at all times. Pleaserefer to your Merchant manuals and the
Terms & Conditions of your Merchant Agreement for details.

The Moneris Merchant Operating Manual, covering Master Card and Visa procedures,
isavailablefor free download at

www.moner is.net/en/Support/Downloads/M er chantM anuals.aspx. Scroll down to the
'Other’ section and select " Merchant Operating Manual” .

5.1 Credit Card Transactions

5.1.1

5.1.2

Transaction Types

The terminal processes the following credit card transactions:
e Purchase
e Refund
e Pre-Authorization
e Completion
e Advice

e Correction

Card Types

The terminal can process credit card transactions using:
e cardswith amagnetic stripe on the back
e cardswith achip on the front
The terminal can process credit card transactions for the following types of credit cards:

e Standard Credit Cards
Thisincludes MasterCard, Visa, AMEX and others depending on the services you
areregistered for.

e Private Label Cards
These require additional agreements with Moneris and a Private Label provider
depending on the card(s) you wish to process. Refer to section 2.2.10 Private L abel
Cardsfor additional information.

e Corporate (Purchasing) Cards
Thisis supported without configuration changes if you are aready processing the
same standard card. For example, if you can process VISA cards, you can aso
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5.1.3

process VISA Corporate cards. Refer to section 5.1.5 Credit Card Purchase with a
Corporate Card for detailed instructions.

Credit Card Purchase with a Magnetic Stripe Card

Private Label credit cards may prompt for the entry of a Promo Code.

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

If Tip Entry has been enabled, the cardholder must perform some of the steps. These steps are
indicated by linksin the instructions below.

If you need to enter alphanumeric data, e.g., aClerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the credit card has achip on it, refer to section 5.1.4 Credit Card Purchase using a
Chip Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount of the purchase and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The"Swipe or Insert Card:" prompt appears.
4. Swipe the credit card on the terminal.

If the"Last 4 Digits:" entry screen appears,
key in the last 4 digits of the card number and press OK.

OR

4.a. Key inthe card number.
The Exp Date (MMY'Y): entry screen appears.

b. Key inthe card's expiry date and press OK.
The Validation Code entry screen appears.

If the "Imprint Card Press OK Key" prompt appears,
you will need to take amanual imprint of the credit card. Refer to section 2.3.11
Taking aManual Imprint of a Credit Card for instructions.

c. Key in the validation code found on the back of the card and press OK.
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If you do not have the validation code, simply press OK.
When the "Code present?' selection screen appears, select No.

If the "Customer Press OK To Continue" prompt appears,
the cardholder will need to respond to the cardholder prompts. Refer to section
2.3.24.1 Tip Amount Entry by Credit Cardholder for instructions.

If the "Select Language" prompt appears,
select ENGL for English or select FREN for French.
The cardholder receipt will be printed in the selected language.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 a phanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The terminal communi cates with the Moneris Host.

5. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The "Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

6. Tear off the merchant copy of the receipt and give it to the cardholder to sign.

7. Press OK to stop the beeping and print the cardholder copy of the receipt, or ssimply press
CANC ANNUL to stop the beeping and return to the transaction menu.

If the cardholder copy of the receipt is printed,
give the cardholder copy of the receipt to the cardholder then press OK to return to the
transactions menu.

514  Credit Card Purchaseusing a Chip Card

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

If Tip Entry has been enabled for credit cards, the cardholder must perform some of the steps.
These steps are indicated by links in the instructions bel ow.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the card does not have a chip onit, refer to section 5.1.3 Credit Card Purchase with a
Magnetic Stripe Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.

3. Key in the amount of the purchase and press OK.
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5.1.5

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The"Swipe or Insert Card:" prompt appears.
4. Insert the chip card into the chip card reader.

If the "Please Wait..." prompt appears,
wait for the next prompt.

5. The "Customer Press OK To Continue" prompt appears.
Pass the terminal to the customer. Do NOT press OK. Refer to section 2.3.24.4 Cardholder
Entry for Credit Purchase or Pre Auth using a Chip Card for instructions.

6. The customer hands the terminal back to you.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Customer Press OK To Continue" prompt appears again,
there are additional cardholder messages. Refer to section 2.3.24.3 Additional
Cardholder Prompts for Chip Card Transactions for instructions.

7. Accept the terminal from the cardholder then press OK at the "Return to Clerk" prompt to
continue the transaction.

The"Tear Receipt Press OK Key" message is displayed while the customer receipt is printed
then terminal begins beeping.

8. Tear off the customer copy of the receipt.

9. Press OK to stop the beeping, print the merchant copy of the receipt and return to the
transactions menu.

10. Tear off the merchant copy of the receipt.

If there isa signature line, give the merchant receipt to the cardholder to sign.

Credit Card Purchase with a Corporate Card

If Tip Entry has been enabled for credit cards, the cardholder must perform some of the steps.
Thebold text below indicates the additional steps required for a Corporate Card transaction.

Corporate cards are also referred to as Purchasing cards.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
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3. Key in the amount of the purchase and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #" entry screen appears,
key in the invoice number (max. 7 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
4. Swipe the credit card on the terminal.

If the"Last 4 Digits:" entry screen appears,
key in the last 4 digits of the card number and press OK.

OR

4.a. Key inthe card number.
The Exp Date (MMY'Y): entry screen appears.

b. Key inthe card's expiry date and press OK.
The Validation Code entry screen appears.

If the "Imprint Card Press OK Key" prompt appears,
you will need to take amanual imprint of the credit card. Refer to section 2.3.11
Taking aManual Imprint of a Credit Card for instructions.

c. Key in the validation code found on the back of the card and press OK.

If you do not have the validation code, simply press OK.
When the "Code present?"' selection screen appears, select No.

If the "Customer Press OK To Continue" prompt appears,
the cardholder will need to respond to the cardholder prompts. Refer to section
2.3.24.1 Tip Amount Entry by Credit Cardholder for instructions.

If the "Select Language" prompt appears,
select ENGL for English or select FREN for French.
The cardholder receipt will be printed in the selected language.

ThexST Amt: entry screen appears.

5. Key in thetax amount and press OK, or simply press OK to leave thisblank.
The" Reference#:" entry screen appears,

6. Key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave thisblank.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 alphanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The termina communicates with the Moneris Host.

7. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The"Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

8. Tear off the merchant copy of the receipt and give it to the cardholder to sign.

9. Press OK to stop the beeping and print the cardholder copy of the receipt, or ssimply press
CANC ANNUL to stop the beeping and return to the transaction menu.
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5.1.6

If the cardholder copy of the receipt is printed,
give the cardholder copy of the receipt to the cardholder then press OK to return to the
transactions menu.

Credit Card Refund with a Magnetic Stripe Card

Use this transaction to credit a cardholder's account for al or a portion of a previous Credit
Purchase, for example, when they return merchandise.

Private Label credit cards may require the entry of a Promo Code.

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the credit card has achip on it, refer to section 5.1.7 Credit Card Refund using a
Chip Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Refund.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount to be refunded and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk ID and press OK.

The"Orig Auth #:" entry screen appears.
4. Key in the 6-digit Appr Code found on the original receipt and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

The "Swipe or Insert Card:" prompt appears.
5. Swipe the credit card on the terminal.

If the"Last 4 Digits:" entry screen appears,
key in the last 4 digits of the card number and press OK.

OR

5.a. Key inthe card number.
The Exp Date (MMY'Y): entry screen appears.

b. Key inthe card's expiry date and press OK.
The Validation Code entry screen appears.

If the "Imprint Card Press OK Key" prompt appears,
you will need to take amanual imprint of the credit card. Refer to section 2.3.11
Taking aManual Imprint of a Credit Card for instructions.
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c. Key in the validation code found on the back of the card and press OK.

If you do not have the validation code, simply press OK.
When the "Code present?' selection screen appears, select No.

If the "Select Language" prompt appears,
select ENGL for English or select FREN for French.
The cardholder receipt will be printed in the selected language.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 a phanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The termina communicates with the Moneris Host.

6. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The"Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

7. Tear off the merchant copy of the receipt and keep it for your records.
8. Press OK to stop the beeping and print the cardholder copy of the receipt.
9. Sign the cardholder copy of the receipt and give it to the cardholder.

10. Press OK to return to the transactions menu..

517 Credit Card Refund using a Chip Card

Use this transaction to credit a cardholder's account for all or a portion of a previous Credit
Purchase, for example, when they return merchandise.

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the card does not have a chip onit, refer to section 5.1.6 Credit Card Refund with a
Magnetic Stripe Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Refund.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount to be refunded and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.
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5.1.8

The "Orig Auth #£" entry screen appears.
4. Key in the 6-digit Appr Code found on the original receipt and press OK.

If the "Invoice #" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The"Swipe or Insert Card:" prompt appears.
5. Insert the chip card into the chip card reader.

If the "Please Wait..." prompt appears,
wait for the next prompt.

If the "Select Appl:" prompt appears, use the function keys to select the application
used for the original transaction then select Y es to confirm that the correct application
nameis displayed.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

The "Customer Press OK To Continue" prompt appears.

6. Pass the terminal to the customer. Do NOT press OK. Refer to section 2.3.24.5 Cardholder
Entry for Credit Refund using a Chip Card for cardholder instructions.

7. Accept the terminal from the cardholder then press OK at the "Return to Clerk™ prompt to
continue the transaction.

The"Tear Receipt Press OK Key" message is displayed while the cardholder copy of the
receipt is printed then terminal begins beeping.

8. Tear off the cardholder copy of the receipt, sign it and give it to the cardhol der.

9. Press OK to stop the beeping and print the merchant copy of the receipt. Keep this copy for
your records.

10. Press OK to return to the transactions menu.

Correcting a Credit Transaction

Follow these steps to correcting any type of credit transaction (purchase, purchase with tip,
advice, completion, payment or refund) using any type of card (chip card or magnetic stripe
card).

IMPORTANT: Thistransaction isalways processed for the full amount of the original
transaction and it must be processed in the same batch asthe original transaction.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select CORRECTION. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.
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The"Correct Last Trx" selection screen appears.

3. Select Yes (or press OK).

OR

3.a Select No.

The "Retrieve By:" selection screen appears.

3.b. Select the criteria you wish to use to search the terminal memory.

If you selected the wrong option, press CANC ANNUL to return to the "Retrieve By:"
selection screen.

To search by Sequence Number:

C. Select Segt.

The "Seq Number:" entry screen appears.

d. Key in the 6-digit sequence number (refer to section 2.3.23 Finding the Sequence
Number) found on the Pre-Authorization receipt and press OK.

OR
To search by card number:

c. Select Acct#.

The"Last 4 Digits:" entry screen appears.

d. Key in the last four digits of the card number used for the pre auth you wish to
delete (you can find this on the Pre Auth receipt above the card type) and press OK .

The termina displays the following information for the transaction that matches the search
criteria:

Seg#:

Card Name

Transaction Type

Card Number

Amount

4. Compare the displayed information to the receipt for the transaction you wish to void.

Note: If the transaction displayed is not the one you want, select Next to display the next
transaction in the terminal memory. Repeat until the transaction you want is displayed.

5. If the information matches, select Yes.

The terminal communicates with the Moneris Host.

The receipt begins printing.

The APPROVED message appears, the rest of the receipt is printed then the terminal returns
to the transactions menu.

6. Tear off the receipt.
7. Give the cardholder copy to the cardholder.

8. Keep the merchant copy for your records.

519 Credit Pre-Authorization and Completion

A Pre-Authorization starts the purchase process by confirming that the Pre-Authorization
amount is available on the Credit card and placing a hold on that amount. Thisis useful if the
final amount of the transaction is not known. Once the final amount of the purchase
transaction is known, a Completion transaction MUST be performed to complete the purchase
process and transfer those funds to your business account.

Pre-Authorization transactions are commonly used in hotel and car rental environments where
the final amount of the sale is unknown when the card isfirst presented.
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Y ou can process a Pre-Authorization from the transaction menu by:

- swiping the credit card
OR

- keying in the card number
OR

- inserting the chip card.

If you processed a Pre-Authorization and no longer need to complete it (e.g. the cardholder
chose another method of payment when the final amount was known) you can delete the Pre-
Authorization from the terminal memory to ensure that it is not completed accidentally.

5.1.10 Credit Pre-Authorization with a Magnetic Stripe Card

Private Label credit cards may require the entry of a Promo Code.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the credit card has achip on it, refer to section 5.1.11 Credit Pre-Authorization using
a Chip Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Pre Auth.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The Pre Auth menu appears.

3. Select Pre Auth.
The"Amount: $ 0.00" entry screen appears.

4. Key in the amount of the pre-authorization and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The "Swipe Card" prompt or the "Swipe or Insert Card" prompt appears.
5. Swipe the credit card on the terminal.

If the"Last 4 Digits:" entry screen appears,
key in the last 4 digits of the card number and press OK.

OR

5.a. Key inthe card number.
The Exp Date (MMY'Y): entry screen appears.

b. Key inthe card's expiry date and press OK.
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If the "Imprint Card Press OK Key" prompt appears,
you will need to take amanual imprint of the credit card. Refer to section 2.3.11
Taking aManual Imprint of a Credit Card for instructions.

The Validation Code entry screen appears.
c. Key in the validation code found on the back of the card and press OK.

If you do not have the validation code, simply press OK.
When the "Code present?' selection screen appears, select No.

If the "Select Language" prompt appears,
Select ENGL for English or select FREN for French.
The cardholder receipt will be printed in the selected language.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 alphanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The termina communicates with the Moneris Host.

6. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The"Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

7. Tear off the merchant copy of the receipt and give it to the cardholder to sign.

8. Press OK to stop the beeping and print the cardholder copy of the receipt, or simply press
CANC ANNUL to stop the beeping and return to the Pre Auth menu.

If the cardholder copy of the receipt is printed, give the cardholder copy of the receipt
to the cardholder.

9. Press CANC ANNUL to return to the transactions menu.
Y ou must perform a Completion transaction in order to complete this transaction.

Note: The Completion must be performed on the same terminal as the original Pre Auth
transaction.

5.1.11 Credit Pre-Authorization using a Chip Card

Note: If the Chip on PreAuth parameter is set to Off, the " Swipe Card" prompt appears
instead of the "Swipe or Insert Card" prompt during a Pre Auth and you may swipe a
magnetic stripe card but not a chip card. Refer to section 5.1.10 Credit Pre-Authorization
with a Magnetic Stripe Card for instructions.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the card does not have a chip on it, refer to section 5.1.10 Credit Pre-Authorization
with a Magnetic Stripe Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.
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2. Select Pre Auth.

If the "Password:" entry screen appears,
key in the manager password and press OK . The Pre Auth menu appears.

3. Select Pre Auth.
The"Amount: $ 0.00" entry screen appears.

4. Key in the amount of the pre-authorization and press OK.

If the"Clerk Id:" entry screen appears,
key inyour clerk ID and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The "Swipe Card" prompt or the "Swipe or Insert Card" prompt appears.
5. Insert the chip card into the chip card reader.

If the "Please Wait..." prompt appears,
wait for the next prompt.

6. The "Customer Press OK To Continue" prompt appears.
Pass the terminal to the customer. Do NOT press OK. Refer to section 2.3.24.4 Cardholder
Entry for Credit Purchase or Pre Auth using a Chip Card for instructions.

7. The customer hands the terminal back to you.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Customer Press OK To Continue" prompt appears again,
there are additional cardholder messages. Refer to section 2.3.24.3 Additional
Cardholder Prompts for Chip Card Transactions for instructions.

8. Accept the terminal from the cardholder then press OK at the "Return to Clerk" prompt to
continue the transaction.

The"Tear Receipt Press OK Key" message is displayed while the customer receipt is printed
then terminal begins beeping.

9. Tear off the customer copy of the receipt.

10. Press OK to stop the beeping, print the merchant copy of the receipt and return to the Pre
Auth menu.

11. Tear off the merchant copy of the receipt.

If there is a signature line, give the merchant receipt to the cardholder to sign.
12. Press CANC ANNUL to return to the transactions menu.
Y ou must perform a Completion transaction in order to complete this transaction.

Note: The Completion must be performed on the same terminal as the original Pre Auth
transaction.
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5.1.12 Credit Pre Auth Completion

These instructions cover completing a pre auth performed with a chip card or a magnetic
stripe card.

The card does not need to be present to complete the pre auth.

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

From the applications menu:

IMPORTANT: The Completion must be performed on the same terminal asthe
original Pre Auth transaction in order to find the original Pre Auth transaction in the
terminal memory.

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Pre Auth.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The Pre Auth menu appears.

3. Select Completion.
The "Password:" entry screen appears,

4. Key in the manager password and press OK.
The"Seq Number:" entry screen appears.

5. Key in the 6-digit sequence number (refer to section 2.3.23 Finding the Sequence Number)
found on the Pre-Authorization receipt and press OK.

The terminal displays the following information for the Pre Auth with that sequence number:
Seqgtt:

Card Name
Transaction Type
Card Number
Amount

6. Compare the displayed information to the receipt for the Pre Auth you wish to complete. If
the information matches, select Yes.

Note: If the Pre Auth displayed is not the one you want, select Next and display the next Pre
Auth in the terminal memory. Repeat until the Pre Auth you want is displayed.

If you select No, the transaction is cancelled, the receipts are printed and the terminal returns
to the Pre Auth menu.

If the"Clerk Id:" entry screen appears,
key in your clerk ID and press OK.

The"New Amt: $" entry screen appears with the original Pre Auth transaction amount
displayed.
7. If theamount displayed is the final amount of the transaction, simply press OK.

OR
If the amount has changed, key in the new amount to be processed and press OK .

If the"Tip: $" entry screen appears,
Key in the amount of the tip the cardholder wrote on the Pre Auth receipt and press
OK or simply press OK to leave this as $0.00.
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The terminal communi cates with the Moneris Host.

8. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The"Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

9. Tear off the merchant copy of the receipt and retain it for your records.

10. Press OK to stop the beeping and print the cardholder copy of the receipt, or simply press
CANC ANNUL to stop the beeping and return to the Pre Auth menu.

If the cardholder copy of the receipt is printed and the cardholder is still present,
give the cardholder copy of the receipt to the cardholder.

11. Press CANC ANNUL to return to the transactions menu.

5.1.13 Deleting a Credit Pre-Authorization from Terminal Memory

This transaction removes an uncompleted Pre Auth from the terminal memory, but does not
remove the hold on the cardholder's funds.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Pre Auth.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The Pre Auth menu appears.

3. Select Del Pre Auth.
The "Password:" entry screen appears.

4. Key in the manager password and press OK. The Pre Auth menu appears.
The "Retrieve By:" selection screen appears.

5. Select the criteriayou wish to use to search the terminal memory.

If you selected the wrong option, press CANC ANNUL to return to the "Retrieve By:"
selection screen.

To search by Sequence Number:

a. Select Segt.

The"Seq Number:" entry screen appears.

b. Key in the 6-digit sequence number (refer to section 2.3.23 Finding the Sequence
Number) found on the Pre-Authorization receipt and press OK.

OR
To search by card number:

a. Select Acct#.

The"Last 4 Digits:" entry screen appears.

b. Key in the last four digits of the card number used for the pre auth you wish to
delete (you can find this on the Pre Auth receipt above the card type) and press OK.

Theterminal displays the following information for the first Pre Auth that matches to number
you keyed in:
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Seg#:

Card Name
Transaction Type
Card Number
Amount

6. Compare the displayed information to the receipt for the Pre Auth you wish to delete.
7. If the information matches, select Yes.

Note: If the Pre Auth displayed is not the one you want, select Next and display the next Pre
Auth in the terminal memory. Repeat until the Pre Auth you want is displayed.

If you select No, the deletion is cancelled, the receipts are printed and the terminal returnsto
the Pre Auth menu.

The PREAUTH DELETED message appears then the terminal returns to the Pre Auth menu.
8. Press CANC ANNUL to return to the transactions menu.

5.1.14 Credit Advicefor aVoice Authorized Transaction

Use this transaction to complete a purchase transaction performed when the terminal was
down.

Y ou will need the imprinted Paper Sales Draft with the cardholder's signature and the Voice
Authorization number given to you when you called the Moneris Merchant Service Centre for
authorization.

Private Label credit cards may require the entry of a Promo Code.

Corporate (Purchasing) Cards require the entry of additional information. Refer to section
5.1.5 Credit Card Purchase with a Corporate Card for detailed instructions.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Advice.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount of the purchase and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

The"Auth #" entry screen appears.

4. Key in the 6-digit Voice Authorization number given to you when you called the Moneris
Merchant Service Centre for authorization and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

Note: If aprivate label credit card or a purchasing card has been used for this
transaction, the maximum length of the invoice number is only 7 characters.

The"Account #" entry screen appears.
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5. Key in the full card number from the imprinted Paper Sales Draft and press OK.
The "Exp Date (MMYY):" entry screen appears.

6. Key in the credit card's 4-digit expiry date and press OK.

If the "Validation Code:" entry screen appears.
Key in the validation code found on the back of the card and press OK.

If you do not have the validation code, simply press OK.
When the "Code present?' selection screen appears, select No.

If the"Tip: $" entry screen appears,

and the cardholder added a tip amount on the Paper Sales Draft, key in the tip amount
and press OK.

If not, simply press OK.

If the "Reference #:" entry screen appears,
key in the customer reference number (max. 16 alphanumeric characters) and press
OK, or simply press OK to leave this blank.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 a phanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The terminal communicates with the Moneris Host.

7. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The "Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

8. Tear off the merchant copy of the receipt and retain it for your records.

9. Press CANC ANNUL to stop the beeping and return to the transaction menu without
printing a cardholder copy.
OR press OK to print the cardholder copy of the receipt.

If the cardholder copy of the receipt is printed and the cardholder is present,
give the cardholder copy of the receipt to the cardholder then press OK to return to the
transactions menu.

5.1.15 Manually Processing Credit Transactions

In order to process Credit Purchases and Refunds manually you must have a paper sales draft
for the card type (e.g. a VISA sales draft for apurchase on aVISA card) and an imprinter.
Contact the Moneris Merchant Service Centre to obtain these suppliesif you do not have
them.

IMPORTANT: Debit transactions CANNOT be processed manually.

Use one of the following procedures to complete a Credit Purchase or Refund transaction
when the terminal is down:

Note: Floor limits are established by Moneris. Contact your Moneris account manager for
more information.
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5.1.16 Manually Processing Credit Transactions UNDER Floor Limit

If the terminal is down, report the problem to the Moneris Merchant Service Centre then
follow these instructions to process the transaction manually.

Note: In order to process Credit Purchases and Refunds manually you must have a paper
sales draft for the card type (e.g. aVISA saes draft for a purchase on aVISA card) and an
imprinter. Contact the Moneris Merchant Service Centre to obtain these suppliesif you do not
have them.

While the terminal is down:

1. Take an imprint of the customer's Credit Card.

When the terminal is functioning properly again:

2. Process a Purchase or Refund transaction on the terminal for the amount on the sales draft.
Y ou will need to key in the card number, expiry date and validation code (3 or 4 digit VV-code
on the back of the credit card).

3. Attach the Merchant Copy of the terminal's receipt to the Merchant Copy of the Sales Draft
and retain the two copies for your records.

5.1.17 Manually Processing Credit Transactions OVER Floor Limit

If the terminal is down, report the problem to the Moneris Merchant Service Centre then
follow these instructions to process the transaction manually.

Note: In order to process Credit Purchases manually you must have a paper sales draft for the
card type (e.g. aVISA sadesdraft for apurchase on aVISA card) and an imprinter. Contact
the Moneris Merchant Service Centre to obtain these suppliesif you do not have them.

While the termina is down:
1. Take an imprint of the customer's credit card.

2. Call the Moneris Merchant Service Centre to obtain a V oice Authorization Number for the
transaction and record the Voice Authorization Number on the paper sales draft.

When the terminal is functioning properly again:

3. Process an Advice transaction on the termina for the amount on the sales draft. Y ou will
need to key in the card number, expiry date, validation code (3 or 4 digit V-code on the back
of the credit card) and V oice Authorization Number.

4. Attach the Merchant Copy of the terminal’s receipt to the Merchant Copy of the Sales Draft
and retain the two copies for your records.

5.1.18 PrivateLabd Transactions

All standard financial transactions can be processed using a Private Label card. For example,
aPrivate Label card Purchase transaction follows the same steps as aregular credit Purchase
with one possible additional step: the Promo Code: prompt may appear. Promo codes (or
promotion codes) are supplied to you by the Private Label card provider.

Thereis one transaction that is unique to Private Label cards: the Payment transaction is used
to apply adollar amount towards the balance on a cardholder's Private Label credit card.
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5.1.18.1 PrivateLabel Reporting

Private Label transactions appear as a separate card type on al reports that include credit card
transactions.

5.1.18.2 PrivateLabel Payment

This transaction allows a cardholder to make a payment towards the balance on their Private
Label credit card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Payment.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount of the payment and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #" entry screen appears,
key in the invoice number (max. 7 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
4. Swipethe private label credit card on the terminal.

If the"Last 4 Digits:" entry screen appears,
key in the last 4 digits of the card number and press OK.

OR
4.a. Key inthe card number.
The Exp Date (MMY'Y): entry screen appears.

b. Key inthe card's expiry date and press OK.
The Validation Code entry screen appears.

If the "Imprint Card Press OK Key" prompt appears,
you will need to take amanual imprint of the credit card. Refer to section 2.3.11
Taking aManual Imprint of a Credit Card for instructions.

c. Key in the validation code found on the back of the card and press OK.

If you do not have the validation code, simply press OK.
When the "Code present?' selection screen appears, select No.

If the "Select Language" prompt appears,
Select ENGL for English or select FREN for French.
The cardholder receipt will be printed in the selected language.

If the "Promo Code:" entry screen appears,
key in the promotion code (max. 6 a phanumeric characters) supplied to you by the
Private Label card provider and press OK, or simply press OK to leave this blank.

The terminal communicates with the Moneris Host.
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5.2
5.2.1

5.2.2

5.2.3

524

5. Please wait while the terminal processes the transaction.

The APPROVED message appears.

The"Tear Receipt Press OK Key" message is displayed while the merchant receipt is printed
then terminal begins beeping.

6. Tear off the merchant copy of the receipt and give it to the cardholder to sign.

7. Press OK to stop the beeping and print the cardholder copy of the receipt, or smply press
CANC ANNUL to stop the beeping and return to the transaction menu.

If the cardholder copy of the receipt is printed,
give the cardholder copy of the receipt to the cardholder then press OK to return to the
transactions menu.

Dehit Card Transactions

Transaction Types
The terminal processes the following debit card transactions:

e  Purchase
e Refund

e Correction

Card Types

The terminal can process debit card transactions using:
e cardswith a magnetic stripe on the back

e cardswith achip on the front

Debit transaction requirements:
o the debit cardholder MUST be present.
e thedebit card MUST be swiped or inserted; the card number cannot be keyed in.

e asagenera rule, the cardholder swipes or inserts their card on the reader on the
terminal.

o thedehit cardholder MUST key in their own PIN (Personal Identification Number)
on the terminal.

IMPORTANT: For security reasons, please respect the cardholder's privacy whilethey
enter their PIN and encourage your customersto " Protect Your PIN".

Debit Card Purchase using a Magnetic Stripe Card

If Tip Entry or Cashback has been enabled, the cardholder must perform some additional
steps. These steps are indicated by links in the instructions below.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the debit card has achip on it, refer to section 5.2.5 Debit Card Purchase with a Chip
Card.
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From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount of the purchase and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or smply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
4. Passtheterminal to the cardholder and ask them to swipe their debit card on the terminal.

a. The cardholder swipes the debit card on the terminal.
The "Customer Press OK To Continue" prompt appears.

b. The cardholder presses OK to continue the transaction.

Note: The cardholder prompts appear in the language encoded in the card's magnetic
stripe.

If the "Select Language" prompt appears, the cardholder can press select
ENGL or FREN. The rest of the cardholder prompts will be displayed in the
selected language and the cardholder receipt will be printed in the selected
language.

The"Amount OK?" prompt appears.

¢. The cardholder selects Y es (or presses OK) to accept the purchase amount
displayed.

Note: If the cardholder selects No (or presses CANC ANNUL ), the transaction is
cancelled.

If the"Tip: $ 0.00" entry screen appears.

The cardholder keys in the amount of the tip they wish to add to the purchase
and presses OK.

If they do not wish to add atip, they can simply press OK.

If the "Cashback?" selection screen appears:

The cardholder can select a cashback amount. Refer to section 2.3.24.2
Entering the Cashback Amount on a Debit Transaction for cardholder
instructions.

If the"Total OK?" prompt appears:

The amount includes the purchase amount, the tip amount if any, and the
cashback amount if any.

The cardholder presses OK to accept the amount displayed.

The"Select Account:" selection screen appears.

d. The cardholder selects their account type (CHQ for Chequing or SAV for Savings).
The"Enter PIN & OK" entry screen appears
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e. The cardholder keysin their PIN and presses OK.

Note: Please respect the cardholder's privacy while they enter their PIN and
encourage your customers to "Protect Your PIN".

The terminal communicates with the Moneris Host.
The top of the cardholder copy prints
The "APPROVED Press OK to Continue" prompt appears.

f. The cardholder presses OK.
The"Return to Clerk" prompt appears.

If Cashback is enabled and the cardholder selected a cashback amount, the
amount is displayed above the "Return to Clerk" prompt.

g. The cardholder returns the terminal to you.
5. Accept the terminal from the cardholder.

If Cashback is enabled, check for the Cashback line on the display and provide the
cashback amount to the cardholder.

6. PressOK at the "Return To Clerk" prompt.
Therest of the cardholder copy and all of the merchant copy of the receipt are printed and the
terminal returns to the transactions menu.

7. Tear off the receipts.
8. Separate the cardholder copy and give it to the cardhol der.

9. Keep the merchant copy for your records.

525 Debit Card Purchasewith a Chip Card

If Tip Entry or Cashback has been enabled, the cardholder must perform some additional
steps. These steps are indicated by links in the instructions below.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the debit card does not have a chip on it, refer to section 5.2.4 Debit Card Purchase
using aMagnetic Stripe Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount of the purchase and press OK.

If the"Clerk Id:" entry screen appears,
key inyour clerk ID and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
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4. Passthetermina to the cardholder and ask them to insert their debit card into the chip card

a. The cardholder inserts the debit card into the chip card reader.

If the "Select Appl:" prompt appears, the cardholder can use the function keys
to select a debit application and then confirm that the correct application name
is displayed.

The "Customer Press OK To Continue" prompt appears.
b. The cardholder presses OK to continue the transaction.
Note: The cardholder prompts appear in the language encoded in the card's chip.

If the "Select Language" prompt appears, the cardholder can press select
ENGL or FREN. The rest of the cardholder prompts will be displayed in the
selected language and the cardholder receipt will be printed in the selected
language.

The"Amount OK?" prompt appears.

c. The cardholder selects Y es (or presses OK) to accept the purchase amount
displayed.

Note: If the cardholder selects No (or presses CANC ANNUL ), the transaction is
cancelled.

If the"Tip: $ 0.00" entry screen appears.

The cardholder keys in the amount of the tip they wish to add to the purchase
and presses OK ..

If they do not wish to add atip, they can simply press OK.

If the "Cashback?" selection screen appears:

The cardholder can select a cashback amount. Refer to section 2.3.24.2
Entering the Cashback Amount on a Debit Transaction for cardholder
instructions.

If the "Total OK?" prompt appears:

The amount includes the purchase amount, the tip amount if any, and the
cashback amount if any.

The cardholder presses OK to accept the amount displayed.

The"Select Account:" selection screen appears.

d. The cardholder selects their account type (CHQ for Chequing or SAV for Savings).
The"Enter PIN & OK" entry screen appears

e. The cardholder keysin their PIN and presses OK.

Note: Please respect the cardholder's privacy while they enter their PIN and
encourage your customersto "Protect Your PIN".

The terminal communicates with the Moneris Host.
The top of the CH copy prints
The"APPROVED Please Remove Card" prompt appears.

f. The cardholder removes their debit chip card from the chip card reader.
The"Return to Clerk" prompt appears.

If Cashback is enabled and the cardholder selected a cashback amount, the
amount is displayed above the "Return to Clerk" prompt.

g. The cardholder returns the terminal to you.

5. Accept the terminal from the cardholder.
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If Cashback is enabled, check for the Cashback line on the display and provide the
cashback amount to the cardholder.

6. PressOK at the "Return To Clerk" prompt.
Therest of the cardholder copy and all of the merchant copy of the receipt are printed and the
terminal returns to the transactions menu.

7. Tear off the receipts.
8. Separate the cardholder copy and give it to the cardholder.

9. Keep the merchant copy for your records.

5.2.6  Debit Card Refund with a Magnetic Stripe Card

Use this transaction to credit a cardholder's account for @l or a portion of a previous Debit
Purchase, for example, when they return merchandise.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the debit card has achip on it, refer to section 5.2.7 Debit Card Refund with a Chip
Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Refund.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.
3. Key in the amount to be refunded and press OK.

If the"Clerk Id:" entry screen appears,
key inyour clerk ID and press OK.

The"Orig Auth #:" entry screen appears.
4. Key in the 6-digit Appr Code found on the original receipt and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or smply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
5. Pass the terminal to the cardholder and ask them to swipe their debit card on the terminal.

a. The cardholder swipes the debit card on the terminal.
The "Customer Press OK To Continue" prompt appears.

b. The cardholder presses OK to continue the transaction.

Note: The cardholder prompts appear in the language encoded in the card's magnetic
stripe.
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If the "Select Language" prompt appears, the cardholder can select ENGL or
FREN. Therest of the cardholder prompts will be displayed in the selected
language and the cardholder receipt will be printed in the selected language.

The"Total OK?' prompt appears.

¢. The cardholder selects Y es (or presses OK) to accept the refund amount displayed.
The"Select Account:" selection screen appears.

d. The cardholder selects their account type (CHQ for Chequing or SAV for Savings).
The"Enter PIN & OK" entry screen appears

e. The cardholder keysin their PIN and presses OK.

Note: Please respect the cardholder's privacy while they enter their PIN and
encourage your customersto "Protect Your PIN".

The terminal communicates with the Moneris Host.
The top of the cardholder copy prints
The"APPROVED Press OK to Continue" prompt appears.

f. The cardholder presses OK.
The "Return to Clerk" prompt appears.

g. The cardholder returns the terminal to you.
6. Accept the terminal from the cardholder.

7. PressOK at the "Return To Clerk" prompt.
The APPROVED message appears, the rest of the cardholder copy and all of the merchant
copy of the receipt are printed then the terminal returns to the transactions menu.

8. Tear off the receipts.
9. Separate the cardholder copy and give it to the cardhol der.

10. Keep the merchant copy for your records.

5.2.7 Debit Card Refund with a Chip Card

Use this transaction to credit a cardholder's account for all or a portion of a previous Debit
Purchase, for example, when they return merchandise.

If you need to enter alphanumeric data, e.g., a Clerk ID, refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.

Note: If the debit card does not have achip onit, refer to section 5.2.6 Debit Card Refund
with a Magnetic Stripe Card.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Refund.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The"Amount: $ 0.00" entry screen appears.

3. Key in the amount to be refunded and press OK.
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If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

The"Orig Auth #:" entry screen appears.
4. Key in the 6-digit Appr Code found on the original receipt and press OK.

If the "Invoice #:" entry screen appears,
key in the invoice number (max. 10 alphanumeric characters) and press OK, or simply
press OK to leave this blank.

The"Swipe or Insert Card:" prompt appears.
5. Insert the debit card into the chip card reader.

If the "Select Appl:" prompt appears, the cardholder can use the function keys to select
a debit application and then confirm that the correct application name is displayed.

Note: The cardholder prompts will appear in the language encoded in the card's chip.

If the "Select Language" prompt appears, the cardholder can use the function keys to
select ENGL or FREN. Therest of the cardholder prompts will be displayed in the
selected language and the cardholder receipt will be printed in the selected language.

The "Customer Press OK To Continue" prompt appears.
6. Pass the terminal to the cardholder.

a. The cardholder presses OK to continue the transaction.
The"Total OK?' prompt appears.

b. The cardholder selects Y es (or presses OK) to accept the refund amount displayed.
The"Select Account:" selection screen appears.

¢. The cardholder selects their account type (CHQ for Chequing or SAV for Savings).
The"Enter PIN & OK" entry screen appears

d. The cardholder keysin their PIN and presses OK.

Note: Please respect the cardholder's privacy while they enter their PIN and
encourage your customers to "Protect Your PIN".

The terminal communicates with the Moneris Host.
The top of the cardholder copy prints
The "APPROVED Please Remove Card" prompt appears.

e. The cardholder removes their chip card from the chip card reader.
The"Return To Clerk" prompt appears.

f. The customer hands the terminal back to you.
7. Accept the terminal from the cardholder.

8. Press OK at the "Return To Clerk" prompt.
The APPROVED message appears, the rest of the cardholder copy and all of the merchant
copy of the receipt are printed then the terminal returns to the transactions menu.

9. Tear off the receipts.
10. Separate the cardholder copy and give it to the cardhol der.
11. Keep the merchant copy for your records.

52.8 Correcting a Debit Transaction

Follow these steps to correcting any type of debit transaction (purchase, purchase with tip or
refund) using any type of card (chip card or magnetic stripe card).
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IMPORTANT: Thistransaction isalways processed for the full amount of the original
transaction and it must be processed in the same batch asthe original transaction.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select CORRECTION. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

If the"Clerk Id:" entry screen appears,
key in your clerk 1D and press OK.

The"Correct Last Trx" selection screen appears.

3. Select Yes (or press OK).

OR

3.a. Select No.

The "Retrieve By:" selection screen appears.

3.b. Select the criteria you wish to use to search the terminal memory.

If you selected the wrong option, press CANC ANNUL to return to the "Retrieve By:"
selection screen.

To search by Sequence Number:

4.c. Select Segt.

The "Seq Number:" entry screen appears.

4.d. Key in the 6-digit sequence number (refer to section 2.3.23 Finding the Sequence
Number) found on the Pre-Authorization receipt and press OK.

OR
To search by card number:

4.c. Select Acct#.

The"Last 4 Digits:" entry screen appears.

4.d. Key in thelast four digits of the card number used for the pre auth you wish to
delete (you can find this on the Pre Auth receipt above the card type) and press OK .

The termina displays the following information for the transaction that matches the search
criteria:

Seg#:

Card Name

Transaction Type

Card Number

Amount

4. Compare the displayed information to the receipt for the transaction you wish to void. If the
information matches, select Yes.

Note: If the transaction displayed is not the one you want, select Next and display the next
transaction in the terminal memory. Repeat until the transaction you want is displayed.

The"Swipe or Insert Card:" prompt appears.
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5. Passthe terminal to the cardholder and ask them to swipe their debit card on the terminal
OR, if they have a debit chip card, ask them to insert the card into the chip card reader.

a. The cardholder swipes the debit card on the terminal OR inserts the debit chip card
into the chip card reader.

If the "Select Appl:" prompt appears, the cardholder can use the function keys
to select a debit application and then confirm that the correct application name
isdisplayed.

The "Customer Press OK To Continue" prompt appears.
b. The cardholder presses OK to continue the transaction.

Note: The cardholder prompts appear in the language encoded in the card's magnetic
stripe.

If the "Select Language" prompt appears, the cardholder can select ENGL or
FREN. Therest of the cardholder prompts will be displayed in the selected
language and the cardholder receipt will be printed in the selected language.

The"Total OK?' prompt appears.

c. The cardholder selects Y es (or presses OK) to accept the refund amount displayed.
The"Select Account:" selection screen appears.

d. The cardholder selects their account type (CHQ for Chequing or SAV for Savings).
The"Enter PIN & OK" entry screen appears

e. The cardholder keysin their PIN and presses OK.

Note: Please respect the cardholder's privacy while they enter their PIN and
encourage your customers to "Protect Your PIN".

The terminal communicates with the Moneris Host.
The top of the cardholder copy prints
The "APPROVED Press OK to Continue" prompt appears.

f. The cardholder presses OK.
The"Return to Clerk" prompt appears.

g. The cardholder returns the terminal to you.
5. Accept the terminal from the cardholder.

IMPORTANT: A correction isalways made for the full amount of the original
transaction including cashback. If cashback was given on the original debit card
purchase, the amount of the cashback will appear abovethe™ Return to Clerk” prompt.
Ensureyou retrieve the cashback amount from the cardholder.

6. PressOK at the "Return To Clerk" prompt.
The APPROVED message appears, the rest of the cardholder copy and all of the merchant
copy of the receipt are printed then the terminal returns to the transactions menu.

7. Tear off the receipts.
8. Separate the cardholder copy and give it to the cardhol der.

9. Keep the merchant copy for your records.

Moneris Mobile 8300 Operating Manual v1.0.08 85






6 The Ernex Programs

The ERNEX programs allow you to offer your customers an electronic card-based program
that is activated and processed through the Moneris Mobile 8300 terminal. There are two
programs available:

o Gift Cards: allowsyou to offer your customers stored-value gift cards for pre-defined
dollar values as well as variable-value cards and rechargeable cards. Thisis available
for small businesses as the Moneris Gift Card program and as a customized program
for national chains.

e Loyalty Points: allows you to reward customer loyalty by awarding points based on
the dollar value of purchases a cardholder makes. Thisis available for small
businesses as the Moneris Loyalty Card program and as a customized program for
national chains.

All transactions, administrative and configuration functions begin at the Gift & Loyalty
transactions menu.

To enable an Ernex program on your terminal:
1. Contact Moneris Solutions.

If you wish to have a gift or loyalty program set up for anational chain, you will also
need to contact Ernex.

2. Initialize the terminal to the Moneris host.

3. Key in the Ernex parameter values:
a. Key in the Moneris merchant ID, Moneris terminal ID and Ernex terminal ID.
b. Key in the Ernex device type.
c. Key in the Ernex routing code.

4. Initialize the terminal to the Ernex host.

6.1 Ernex Transactionsfor Gift and Loyalty Cards

6.1.1 Activateor Load Value on an Ernex Card
To activate or load additional value on a Moneris gift card.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Activate/Load (you may need to scroll to the next menu screen).
The ‘' Swipe or Enter Card’ prompt appears.

3. Swipe the gift or loyalty card

OR

Key in the loyalty card number and press OK.

The terminal displays the last four digits of the card number.

If the ‘Enter CVC' prompt appears, key in the CVC number and press OK.
If the‘Clerk ID’ prompt appears, key in the clerk ID and press OK.
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If the ‘Enter Amount’ prompt appears, key in the dollar amount to be loaded on the
card and press OK.

If prompted, key in the additional transaction information and press OK.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK. The
terminal displays ‘Approved'.

The terminal displays 'Balance Due' then the 'Press OK Key' prompt appears.

4. Refer to section 6.1.2 Ernex Transaction with a Balance Due to compl ete the transaction.

6.1.2 Ernex Transaction with a Balance Due

Gift card purchases, activations, and reloads may be paid for with more than one payment
type. For example, if the total amount due is $50 then $30 can be paid with a credit
transaction and $20 can be paid with cash.

When the terminal displays the '‘Balance Due $##.## message followed by the 'Press OK
key’ prompt:

A. Press OK.
The * Select Payment For Balance Due’ prompt appears.

B. Use the functions keys to select the payment type:
for payment by debit or credit card, select DbCr.
for payment by gift card, select Gift.
for payment by cash, select Cash.
for payment by split tender, select Spit.

The terminal displays ‘Approved’ or 'Tear Receipt' and prints the customer copy of the receipt
then displays ‘ Press OK key’.

C. Press OK to print the merchant copy of the receipt.
D. If you selected:

DbCr: The terminal begins a purchase transaction (debit or credit) beginning at the
'Swipe or Enter Card' prompt.

Gift: The terminal begins a gift card purchase transaction beginning at the 'Swipe or
Enter Card' prompt.

Cash: The transaction is complete.

Splt: The terminal begins a purchase transaction (debit or credit) beginning at the
'Swipe or Enter Card' prompt.

The transaction is completed when the balance due is $0.

6.1.3 Voiding an Ernex Gift or Loyalty Transaction

The transaction voids a gift or loyalty card transaction.

IMPORTANT: Thistransaction must be performed in the same batch and for the same
amount astheoriginal transaction.
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From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Void (you may need to scroll to the next menu screen).
The 'Password' prompt appears.

3. Key in the manager's password and press OK .
The ‘' Swipe or Enter Card’ prompt appears.

4. Swipe the gift or loyalty card.
If the ‘Enter CVC' prompt appears, key in the CVC number and press OK.
If the‘Clerk ID’ prompt appears, key the clerk ID and press OK.

The ‘Ernex Ref Number’ prompt appears.

5. Key in the original reference number from the gift card or loyalty card transaction receipt
and press OK.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

The terminal displays ‘ Approved’ and prints the customer copy of the receipt then displays
the ‘Press OK key’ prompt.

6. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty
transactions menu.

6.1.4 Ernex Card Inquiry
Display or print aMoneris gift card or loyalty card balance and expiry date.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Card Inquiry (you may need to scroll to the next menu screen).
The ‘' Swipe or Enter Card’ prompt appears.

3. Swipe the gift card or loyalty card.

OR

Key in the gift card number or the loyalty card number and press OK.
Theterminal displays the last four digits of the card number.

If the ‘Enter CVC' prompt appears, key in the CVC number and press OK.
If the*Clerk ID’ prompt appears, key in the clerk ID and press OK.
The*Card Inquiry 000 Inquiry Complete’ prompt appears.

4. Press OK

The terminal displays the Card Balance and Card Status then the ‘ Press OK key’ prompt.
5. Press OK.

The ‘Print Receipt? prompt appears.

6. To print the receipt, select Yes.
OR
To skip printing the receipt, select No.

The termina returnsto the Gift & Loyalty transactions menu.
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6.1.5

Reprinting an Ernex Receipt

Prints aduplicate of a gift or loyalty receipt.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Press the reprint key (second purple key from the right, under the ﬁ icon)
3. Select the receipt you wish to print:
To print the most recent receipt:
a. Select Last Receipt.
To print an earlier receipt:

a. Select Any Receipt.
The ‘Ernex Ref Number’ prompt appears.

b. Key in the reference number and press OK.
4. The terminal re-prints the customer copy of the receipt.

Note: The card number on the reprinted receipt will be masked, i.e. only the last four digits
will be printed in the clear. For example, ***x**x**x%%x 1934

6.2 Gift Card Transactions

6.2.1

Ernex Purchase with a Gift Card

Sale of goods or services using a Moneris gift card.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Purchase.
The‘Total Amount’ prompt appears.

3. Key in the total amount and press OK.
The * Swipe or Enter Card’ prompt appears.

4. Swipe the gift card
OR
Key in the gift card number and press OK.

If the ‘Password’ prompt appears, key in the manager password and press OK.
The'Enter CVC' prompt appears.
5. Key in the CVC number at and press OK.

If the*Clerk ID’ prompt appears, key in the clerk ID and press OK.

If prompted, key in the additional transaction information and press OK.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

Theterminal displays ' Approved’ and prints the customer copy of the receipt.
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If the terminal displays 'Balance Due $###.##. Refer to section 6.1.2 Ernex
Transaction with a Balance Due to complete the transaction.

The ‘Press OK key’ prompt appears.

7. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty
transactions menu.

6.2.2 Deactivate an Ernex Gift Card
Deactivate a Moneris gift card.

IMPORTANT: Oncethegift card isdeactivated, it can never be used again.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Deactivate (you may need to scroll to the next menu screen).
The ‘' Swipe or Enter Card’ prompt appears.

3. Swipe the gift card.
Theterminal displaysthe last four digits of the card number then the ‘Enter CVC' prompt

appears.
4. Key in the CVC number and press OK.

If the‘Clerk ID" prompt appears, key in the clerk ID and press OK.
If prompted, key in the additional transaction information and press OK.
If the ‘ Invoice Number’ prompt appears, key in the invoice number and press OK.

The terminal displays ‘ Approved’ and prints the customer copy of the receipt then displays
‘Press OK key’.

5. Press OK to print the merchant copy of the receipt.
The ‘Transfer Balance to New Card’ prompt appears.

6. To move the remaining balance to a new gift card:

IMPORTANT: A balance can betransferred only from and to variable amount gift
cards.

a. Select Yes.
b. Proceed with the step 3 in the Activation instructions using the new gift card.
To deactivate the card and del ete the balance:

a. Select No.
The gift card can no longer be used.

The termina returnsto the Gift & Loyalty transactions menu.

6.2.3 Ernex Refund with a Gift Card

Refund a gift card transaction. This credits a cardholder’s gift card for a previous gift card
transaction.
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From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Refund.
The‘Total Amount’ prompt appears.

3. Key in the refund amount and press OK.
The ‘' Swipe or Enter Card’ prompt appears.

4. Swipe the gift card.
The ‘Enter CVC' prompt appears.

5. Key in the CVC number and press OK.

If the‘Clerk ID’ prompt appears, key in the clerk 1D and press OK.

If prompted, key in the additional transaction information and press OK.
The ‘Ernex Ref Number’ prompt appears.

6. Key in the original reference number from the Gift Card transaction receipt and press OK.
OR press OK to leave this blank.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

The terminal displays ‘ Approved’ and prints the customer copy of the receipt then displays
the ‘Press OK key’ prompt.

7. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty
transactions menu.

6.3 Ernex Loyalty Transactions

6.3.1 Ernex Purchasewith aLoyalty Card
Accumulation of loyalty points with purchase by credit card, debit card or cash; or with a
credit pre-auth, completion or advice.
IMPORTANT: When to awar ds pointsfor a Pre Auth transaction:
- Award pointswhen you perform a PRE AUTH if you know that you will NOT havethe
loyalty card available later when you perform the pre-auth completion.
- Award points when you perform the PRE AUTH COMPLETION if you know that you
WILL havetheloyalty card available at that time.
Before you process this transaction, compl ete the purchase, pre-auth, completion or advice
transaction.
From the applications menu:
1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.
2. Select Purchase.
The‘Total Amount’ prompt appears.
3. Key in the total amount and press OK.
Note: Consult your manager to determine the dollar amount to be entered (e.g., before taxes
or including tip amount) to award points.
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The * Swipe or Enter Card’ prompt appears.

4. Swipe the loyalty card
OR
Key in the card number and press OK.

If the‘Clerk ID’ prompt appears, key in the clerk 1D and press OK.
If prompted, key in the additional transaction information and press OK.

If the '‘Benefit Amt' prompt appears, key in the benefit amount to be rewarded and
press OK.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

Theterminal displays ‘ Approved’ and prints the customer copy of the receipt then the ‘ Press
OK key' prompt appears.

5. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty
transactions menu.

6.3.2 Deactivate an Ernex Loyalty Card

Deactivate a Moneris loyalty card.

IMPORTANT: Oncetheloyalty card is deactivated, it can never be used again.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Deactivate (you may need to scroll to the next menu screen).
The * Swipe or Enter Card’ prompt appears.

3. Swipe the loyalty card.

OR

Key in the loyalty card number and press OK.

The terminal displaysthe last four digits of the card number.

If the‘Clerk ID’ prompt appears, key in the clerk ID and press OK.
If prompted, key in the additional transaction information and press OK.
If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

Theterminal displays ‘ Approved’ and prints the customer copy of the receipt then displays
‘Press OK key'.

4. Press OK to print the merchant copy of the receipt.
The termina returnsto the Gift & Loyalty transactions menu.

6.3.3 Ernex Refund with a Loyalty Card

This removes points from a cardholder’ s account. It should be used when a purchase that
qualified for pointsis refunded.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.
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6.3.4

2. Select Refund.
The‘Total Amount’ prompt appears.

3. Key in the refund amount and press OK.
The * Swipe or Enter Card’ prompt appears.

4. Swipe the loyalty card.
OR
Key in the card number and press OK.

If the‘Clerk ID’ prompt appears, key in the clerk ID and press OK.
If prompted, key in the additional transaction information and press OK.

If the '‘Benefit Amt' prompt appears, key in the benefit amount from the original
Loyalty card transaction receipt and press OK.

The *Ernex Ref Number’ prompt appesars.

5. Key in the origina reference number from the Loyalty card transaction receipt and press
OK

OR

Press OK to leave this blank.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.

The terminal displays ‘ Approved’ and prints the customer copy of the receipt then displays
the ‘Press OK key’ prompt.

6. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty
transactions menu.

Ernex Redemption with a L oyalty Card

Payment for goods and services using a Moneris loyalty card.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Redemption.
The * Swipe or Enter Card’ prompt appears.

3. Swipe the loyalty card.
OR
Key in the card number and press OK.

If theClerk ID’ prompt appears, key in the clerk 1D and press OK.

If prompted, key in the additional transaction information and press OK.
The ‘Enter Amount’ prompt appears.
4. Key in the total amount and press OK.

If the ‘Invoice Number’ prompt appears, key in the invoice number and press OK.
Theterminal displays ‘ Approved’ and prints the customer copy of the receipt.

If the terminal displays Balance Due, refer to section 6.1.2 Ernex Transaction with a
Balance Due to complete the transaction.

The terminal displaysthe ‘Press OK key' prompt.
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5. Press OK to print the merchant copy of the receipt and return to the Gift & Loyalty

transactions menu.

6.4 TheMenu Featurein Ernex

6.4.1

The Ernex Gift & Loyalty Transactions M enu

This menu alows you to select the type of Ernex transaction you wish to process.

The transactions are listed here in the order they appear on the menu. Some items may not
appear on the terminal until a specific feature is enabled.

Ernex Gift & Loyalty Transactions Menu

MM DD YY HH: MM
Pur chase
Ref und
Redenpti on

Act i vat e/ Load

Deacti vat e

Card I nquiry
Voi d

Clerk Adm n
Set up

Use this transaction to:

perform a gift card purchase or aloyalty card purchase

perform a gift card refund or aloyalty card refund

perform aloyalty card redemption

activate agift card OR
load additional value on a gift card

deactivate a gift card or loyalty card, OR
transfer a balance from one gift card to another

display or print the balance and expiry date of a gift
card or aloyalty card

void any gift card or loyalty card transaction

add and delete Clerk IDsto your gift or loyalty program

configure gift & loyalty program parameters

For instructions on navigating through the menus, refer to section 2.1.5 The Menu Feature.

To access the transactions menu, from the applications menu:

1. Select GIFT & LOYALTY.

The Ernex Gift & Loyalty transactions menu appears.

Moneris Mobile 8300 Operating Manual v1.0.08

95



6. The Ernex Programs

6.4.2 TheErnex Reports Menu
The Ernex Reports Menu Items
MM DD YY HH: WM This allows you to:
Trans Li st print alist of all Ernex transactions in the terminal memory
Trans I nquiry print the Transaction Inquiry report
Cerk Subtotal s print alist of totals for one or more clerks
(only activeif clerk IDs are configured)
Batch C ose close the Ernex Batch
Config List print alist of the current settings for each parameter
To access the Ernex Reports menu from the applications menu:
1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the Ernex transactions menu appears.
2. Press the REPORTS key (first purple key on the right, below thei icon on the screen).
The Ernex Reports menu appears.
For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.
6.43 TheErnex Gift & Loyalty Set Up Menu
This menu allows you to set values for anumber of Ernex parameters on your terminal.
The parameters are listed in the order they appear on the menu. Some items may not appear
on the terminal until a specific feature is enabled.
The Ernex Setup Menu Items
MM DD YY HH: MM Thisalowsyou to:
Printer configure the Ernex receipt format
Mer chant configure avariety of Ernex features
Comm Do Not Use
| P Hosts Do Not Use
Ter m nal configure avariety of Ernex features
Initialization initialize the terminal to the Ernex host
About displays Ernex application version information (press
OK to exit)
Dat e/ Ti me Do Not Use
Deno enter and exit Ernex Demo Mode
96 Moneris Mobile 8300 Operating Manual v1.0.08



6. The Ernex Programs

To access the Ernex Setup menu from the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the Ernex transactions menu appears.

2. Select Setup. (Y ou may need to scroll through the menu items.)
If the "Password:" entry screen appears, key in the manager password and press OK.

Thefirst Ernex Setup menu screen appears.

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

6.5 Ernex Admin Transactions

6.5.1 Ernex Batch Close

This function closes a Moneris gift and/or loyalty card batch on the terminal and the Ernex
host and prints a detailed transaction report.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

L1
2. Pressthereports key (first purple key on the right, under the &= icon).
The Ernex Reports menu appears.

3. Select Batch Close (you may need to scroll through the menu items).
If the‘Clerk ID’ prompt appears, key in the clerk 1D and press OK.

The terminal communicates with the Ernex host then the * Print Details Report? prompt
appears.

4. Toinclude details for each transaction in the batch summary report, select Yes. This
produces the same report as a Transaction Inquiry performed for all transactionsin the current
batch.

OR

To print only totals in the batch summary report, select No.

The terminal prints the batch summary report, communicates with the Ernex host then returns
to the Reports main menu.

5. Pressthe CANC ANNUL key to return to the Gift & Loyalty main menu.

6.5.2 I nitialization to the Ernex Host

This function sends information about the terminal to the Ernex Host and receives additional
parameters and information from the Host. If you are setting up your terminal for the first
time, follow the First Initialization instructions below.

If changes have been made to your Ernex configuration or your Ernex account, the terminal
may display 'Initialization Required' or the Service Centre may call and ask you to re-initialize
your terminal. Follow the Re-initialization instructions below.

Moneris Mobile 8300 Operating Manual v1.0.08 97



6. The Ernex Programs

6.5.2.1

6.5.2.2

First Initialization

This function MUST be performed once, after completing configuration, in order to use your
terminal to process gift card or loyalty card transactions.

Note: Before attempting this function, ensure that the SIM card has been inserted.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Setup (you may need to scroll to the next menu screen).
The "Password:" entry screen appears.

3. Key in the manager password and press OK .
Thefirst SETUP menu screen appears.

4. Select Initialization (you may need to scroll to the next menu screen).
The Ernex Term ID prompt appears.

5. Key in the Ernex Terminal ID and press OK.
The terminal completes the initialization and returns to the Setup menu.

6. Press CANC ANNUL to return to the Gift & Loyalty menu.

Re-initialization

If changes have been made to your Ernex configuration or your Ernex account, the terminal
may display 'Initialization Required' or the Service Centre may call and ask you to re-initialize
your terminal.

1. Select GIFT & LOYALTY.

2. Select Setup (you may need to scroll to the next menu screen).
The "Password:" entry screen appears.

3. Key in the manager password and press OK .
Thefirst SETUP menu screen appears.

4. Select Initialization (you may need to scroll to the next menu screen).
If the ‘Batch Not Empty Close Batch? prompt appears:

select Y esto close the Ernex batch
OR
select No to leave the Ernex batch open.

The Ernex Term ID prompt appears.

5. Press OK to continue.
The terminal completes the initialization and returns to the Setup menu.

6. Press CANC ANNUL to return to the Gift & Loyalty menu.

6.6 Ernex Reports

6.6.1 Transaction List for Ernex Transactions
This report displays or prints Moneris gift and/or loyalty card transactions stored on the
terminal in the current batch without closing the batch.
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From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

L1
2. Press the reports key (first purple key on the right, under the <= icon).
The Ernex Reports menu appears.

3. Select Trans List.
If the‘Clerk ID’ prompt appears, key in the clerk 1D and press OK.
The ‘Print by Date or Batch? prompt appears.
4. Choose the selection method:
By Date

a Select Date.

The‘Date’ prompt appears.

b. Key in the date and press OK.
OR

Press OK for all dates.

By Batch Number

a. Select Batch Number.

The ‘Batch Num' prompt appears.

b. Key in the batch number (5 numeric digits) and press OK.
OR

Press OK for al batches

If the 'Print Totals Only' prompt appears:

Select Yesto print just the terminal batch totals OR
Select No to print the transaction details as well as the terminal batch totals.

The terminal prints the Stored Transactions report.
5. Press CANC ANNUL to return to the Gift & Loyalty main menu.

6.6.2 Transaction Inquiry for Ernex Transactions

Thisreport displays or prints details of Moneris gift and/or loyalty card transactionsin the
current batch without closing the batch.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

L]
2. Pressthe reports key (first purple key on the right, under <= icon).
The Ernex Reports menu appears.

3. Select Trans Inquiry.

If the‘Clerk ID’ prompt appears, key in the clerk ID and press OK.
The*All" prompt appears.
4. To print al transactions for all cards:

a. Select All.
The‘Card # prompt appears.
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6.6.3

b. Press OK for al cards.
To scroll through the list of cards and select a transaction:
a. Scroll through the list:

To scroll forwards, select Next.
To scroll backwards, select Prev.

b. When the correct transaction is displayed, press OK to select it.
To retrieve information about a specific card number.

a. Select Slct.
The‘Card # prompt appears.

b. Key in the gift or loyalty card number and press OK.
To return to the Reports menu.

Select Exit.
The Enter Amount’ prompt appears.

5. Key in adollar amount and press OK.
OR
Press OK for all amounts.

The‘Date’ prompt appears.

6. Key in the date and press OK.
OR
Press OK for al dates.

The * Select option’ prompt appears.
7. To view information on the terminal, select View and scroll through the information:

To scroll forwards, select Next.
To scroll backwards, select Prev.

To print the transaction information, select Print.
The terminal prints the report and returns to the Reports main menul.

To return to the Reports menu, select Cncl.
8. Pressthe CANC ANNUL key to return to the Gift & Loyalty menu.

Clerk Subtotals Report for Ernex Transactions

Thisreport displays or prints the totals of all Moneris gift and/or loyalty transaction types for
one or more clerk IDs in the current batch without closing the batch.

IMPORTANT: Clerk IDs must be added to your merchant account on the Ernex host
beforethisreport can be generated.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

L1
2. Pressthe reports key (first purple key on the right, under the &= icon).
The Ernex Reports menu appears.

3. Select Clerk Subtotals.
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If the*Clerk ID” prompt appears, key in the clerk ID and press OK.
The*Zero Clerk totals' prompt appears.

4. Toreset clerk totalsto zero (0) upon completion of the report, select Yes.
OR

To continue accumulating clerk totals upon completion of the report, select No.
The ‘ Select Clerks' prompt appears.

5. To print subtotals for one Clerk:

a. Select One.
b. Key in the Clerk 1D and press OK.

To print subtotals for a group of Clerks:

a. Select Grp.
b. Key in the group ID and press OK.

To print subtotals for more than one Clerk:

a Select List.

b. Key inthe clerk ID and press OK.
The*Add more’ prompt appears.

c. Select Yesto add more clerksto the list

OR

Select No to finish thelist and print the report.

To print subtotals for all clerks:

a. Select All.
6. The terminal prints the report and returns to the Reports main menu.
7. Press CANC ANNUL key to return to the Gift & Loyalty menu.

6.6.4 Configuration List for Ernex

When you have finished configuring the gift and/or loyalty program on your terminal,
perform this function in order to have a printed record of the terminal’ s parameters.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

L1
2. Pressthe reports key (first purple key on the right, under the &= icon).
The Ernex Reports menu appears.

3. Select Config List.
The terminal prints the report and returns to the Reports main menu.

4. Pressthe CANC ANNUL key to return to the Gift & Loyalty menu.

6.7 Ernex Configuration

6.7.1  Ernex Printer and Receipt Parameters

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.
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6.7.2

Prmpt Beep Delay

Number of seconds to wait after beeping and displaying the ‘ Tear Receipt; Press OK key’
message before printing the customer receipt

key in number of seconds and press OK (120 = default)

Pre-print
sets the terminal to begin printing the receipt header before the transaction is complete.
Off

On = Default

Enable Printer
turn the printer on or off

On = Default

Off (resultsin the "printer disabled" message any time a report should be printed or
"Printer Error" any time afinancial transaction is attempted)

Number of Copies
set the number of receipts printed for each transaction

0 COPY - no receipts are printed
1 COPY - prints the customer copy
2 COPIES - prints the customer copy and the merchant copy = Default

2 COPIES OPTN - prints the customer copy and prompts for confirmation to print the
merchant copy

3 COPIES - prints the customer copy, the merchant copy and a duplicate of the
merchant copy

3 COPIES OPTN - prints the customer copy and the merchant copy and prompts for
confirmation to print a duplicate of the merchant copy

Ernex Merchant Parameters

Displays the parametersin the Edit Format menu

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Merchant ID
your Moneris merchant ID

key in the numeric Merchant ID assigned by Moneris and press OK

MonerisTerm 1D
your Moneristermina 1D

key in numeric terminal ID assigned by Moneris and press OK

Ernex Term ID
your Ernex terminal 1D
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key in the 8-digit terminal ID assigned by Ernex and press OK

RctHdr 1to 7
the seven lines of text that appear at the top of the receipt

key in aphanumeric text (max. 40 characters) and press OK

Footer 1to 6
the six lines of text that appears at the bottom of the receipt

key in aphanumeric text (max. 40 characters) and press OK

Seq #
Not Editable

AutoClos Time
this parameter is updated to match the host each time the Gift & Loyalty application is
initialized

HHMMSS (230000 = default)

Auto Close Tries

number of times the terminal tries to perform an automatic batch close
key in a 2-digit numeric value (displayed in seconds, e.g. 60 = 60 seconds) and press
OK (3 = defaullt)

Auto Close Delay
amount of time the terminal waits between attempts to perform an automatic batch close

key in a 2-digit numeric value and press OK (10 = default)

Auto Close Opt

determines whether the terminal will attempt an automatic batch close each day or the batch
must be closed manually

No - you must perform a batch close manually = default

Yes - the terminal will automatically attempt to close each day

Beneft Amt Prmpt
Not Editable

Coupon Validation
enables or disables coupon validation

No = default
Yes

Amt Verification

enables or disables the verification prompt for the amount entered during an Ernex gift and/or
loyalty transaction

No = default
Yes

Moneris Mobile 8300 Operating Manual v1.0.08 103



6. The Ernex Programs

6.7.3 Ernex Terminal Parameters

For instructions on navigating through the menus and editing parameters, refer to section
2.1.5 The Menu Feature.

Clrk/Srvr Mode

enablesthe Clerk Id: prompt. If Clerk Totals and Clerk 1D input are supported, select
Prompt.

None (0) = default
Prompt (2)

Terminal Beep
turn the key beep on or off

Off
On = default

PABX Code
Do Not Use

Demo Mode
For information on demo mode, refer to section 6.8 Ernex Demo Mode.

Off = default
On

Man Inv Prompt

Enable/disable the prompt for Manual entry of an Invoice number during Ernex gift and/or
loyalty transactions. Entry at the prompt is not required and can be bypassed by pressing OK.

Off = default
On

Ernex Route Code
Routing Identifier for the Ernex Host provided by Ernex or Moneris

key in the two-digit numeric value and press OK
Language
sets the terminal display language

English = default

French
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6.7.4  Adding Clerk IDstothe Ernex Gift & Loyalty Application

Use this function to add clerk 1Ds to be used when processing gift and loyalty transactions.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Clerk Admin. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

The CLERK ADMIN menu appears.

3. Select Add Clerk to add aclerk ID.
The"Clerk ID:" entry screen appears.

4. Key inthe Clerk ID to be added and press OK. (Refer to section 2.3.20 Entering al phabetic
characters and punctuation for instructions.)
The Clerk Added message appears then "Clerk ID:" entry screen re-appears.

To continue adding Clerk I1Ds, repeat step 5.

Y ou can add a maximum of 20 Clerk |Ds at one time.

Once 20 Clerk 1Ds have been entered for addition, the terminal communicates with the
host to add the Clerk IDs to the Host.

5. When all the Clerk 1Ds have been entered for addition, press CANC ANNUL.
The"Send to Host?" selection screen appears.

6. Select Yes and send the Clerk 1Ds to the host for addition.
The terminal communicates with the host then displays APPROVED and beeps.

7. Press OK to return to the CLERK ADMIN menu.
8. Press CANC ANNUL to return to the Gift & Loyalty transactions menu.

6.7.5 Deleting Clerk IDsfrom the Ernex Gift & Loyalty Application

Use this function to remove clerk IDs so they can no longer be used when processing gift and
loyalty transactions.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Clerk Admin. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

The CLERK ADMIN menu appears.

3. Select Delete Clerk to delete aclerk ID.
The"Clerk ID:" entry screen appears.

4. Key in the Clerk ID to be removed and press OK . (Refer to section 2.3.20 Entering
alphabetic characters and punctuation for instructions.)
The Clerk Deleted message appears then "Clerk 1D:" entry screen re-appears.

To continue deleting Clerk IDs, repesat step 5.
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5. When all the Clerk 1Ds have been entered for addition, press CANC ANNUL.
The"Send to Host?" selection screen appears.

6. Select Y es and send the Clerk IDs to the host for deletion.
The terminal communicates with the host then displays APPROVED and beeps.

7. Press OK to return to the CLERK ADMIN menu.
8. Press CANC ANNUL to return to the Gift & Loyalty transactions menu.

6.8 Ernex Demo Mode

Demo Mode allows you and your employees to practice performing gift and loyalty
transactions on your Moneris terminal without affecting your terminal total amounts, your
financial accounts and your customers’ accounts.

Note: Demo Modeis only available if you close your terminal batches on the terminal. If your
terminal uses system close, you cannot use Demo mode.

While the terminal isin Demo mode:
e DEMOiisprinted at the top of each receipt and report

e Thereisno transaction maximum however, demo transactions for more than $10 will
produce a decline message.

e  Transaction amounts equal to or greater than $1.00 will produce a Balance Due
message with an amount due of $1.00.

o 4l gift and loyalty transactions are supported

6.8.1 Entering Demo Modein Ernex
Note: Demo mode can only be activated on terminals that have been configured and
initialized to the Ernex host.
IMPORTANT: You must close the current Ernex batch before you can enter Demo
mode. Do NOT clear the batch.
IMPORTANT: Ensurethat you exit Demo M ode befor e processing actual gift or loyalty
transactions. Transactions processed in Demo Modewill NOT affect your terminal
totals, Ernex accounts and customers’ accounts.
From the applications menu:
1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the Ernex transactions menu appears.
2. Select Setup. (You may need to scroll through the menu items.)
If the "Password:" entry screen appears,
key in the manager password and press OK.
The Setup menu appears.
3. Select Demo. (Y ou may need to scroll through the menu items.)
The"Demo Mode" selection screen appears.
4. Select On.
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The terminal displays DEMO MODE ON then the SETUP menu re-appears with the DEMO

icon ( E ) displayed on the |eft side of the screen.

5. Press CANC ANNUL two timesto return to the Gift & Loyalty transactions menu.
The Ernex gift and/or loyalty application is now in Demo mode.

IMPORTANT: Ensurethat you exit Demo M ode befor e processing actual Ernex
transactions. Transactions processed in Demo Mode will not affect your terminal totals,
Ernex accounts and customers accounts.

6.8.2  Exiting Demo Modein Ernex

IMPORTANT: Ensurethat you exit Demo Mode before processing actual gift or loyalty
transactions. Transactions processed in Demo Modewill NOT affect your terminal
totals, Ernex accounts and customers Ernex accounts.

From the applications menu:

1. Select GIFT & LOYALTY.
The message "Activating App..." is displayed then the Ernex transactions menu appears.

2. Select Setup. (You may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

The Setup menu appears.

3. Select Demo. (Y ou may need to scroll through the menu items.)
The"Demo Mode" selection screen appears.

4. Select Off.
The "Batch Not Empty Clear Batch" message appears.

5. Select Yesto clear the demo batch so it does not affect totals of real Ernex transactions.
The terminal displays DEMO MODE OFF then the SETUP menu re-appears. The DEMO

icon ( E ) isno longer displayed on the screen.

6. Press CANC ANNUL two timesto return to the Gift & Loyalty transactions menu.
The terminal is no longer in Demo mode.

IMPORTANT: Ensurethat you exit Demo Mode before processing actual gift or loyalty
transactions. Transactions processed in Demo Modewill NOT affect your terminal
totals, Ernex accounts and customers Ernex accounts.

6.9 Ernex Error Messageson the Moneris Mobile 8300

Terminal

A message will appear on the display if an error occursin the Gift & Loyalty application. In
the table below, find the error message that appears on the terminal and try the solution. If the
error message re-appears, contact the Moneris Merchant Service Centre for assistance.

Additional error messages can be found in the "Error Messages on the Moneris Mobile 8300
Terminal" section.
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IMPORTANT: You may need to contact your wireless service provider for assistance
before contacting M oneris. Check the Error Message resolution to determineif thisis

the case.

All error messages are listed in alphabetical order (regardless of their cause).

ERROR PROBLEM & SOLUTION

MESSAGE

811 SYSTEM The connection with the host was lost during the transaction
ERROR PLEASE processing and the transaction was not compl eted.

TRY LATER

Call the Moneris Merchant Service Centre.

Bat ch Bal ance
— NO

If this message is printed on the batch summary report during an
Ernex Batch Close, contact the Moneris Merchant Service Centre
the next business day for reconciliation assistance.

CARD NOT I N The card type you swiped cannot be used for that transaction type.
Bl N RANGE

OR

Y our merchant account is not set up to accept the card type that

was swiped.

Request another form of payment.
CARD READ There is a problem with the magnetic stripe on the card that was
ERROR swiped.

Try swiping the card again, this time more slowly or quickly, or

from front of the terminal to the back.

If the message reappears request another form of payment.
ERROR I N Open the printer, check that there is a paper roll and that theroll is
PRI NTI NG loaded properly then close the printer.
NO MATCH The information you have used to find a transaction in memory can
FOUND not be found.

Check the information and try again

NOT A LOYALTY
CARD

The card swiped (or card number entered) during a Redemption
transaction is not aloyalty card.

Check the card and try again.
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7.1 LogOn

If the "Host Logon Required” prompt appears, you must log on before you can perform
transactions on the terminal.

1. Pressthe OK key at the transactions menu.
The first CONFIGURATION menu screen appears.

2. Select Host Logon. (Y ou may need to scroll through the menu items.)
The Password: entry screen appears.

3. Enter the Manager password and press OK.
The terminal communicates with the Moneris host, displays "L ogon Successful" then returns
to the transactions menu.

The terminal is now ready to process transactions.

If thisisyour first time using the terminal, use the Demo Mode to practice performing
transactions.

Note: To ensure unauthorized transactions cannot be processed, the terminal should be
logged off at the end of the business day.

7.2 Log Off

To ensure unauthorized transactions cannot be processed, your terminal should be logged off
at the end of the business day.

1. Pressthe OK key at the transactions menu.
The first CONFIGURATION menu screen appears.

2. Select Host Logoff. (Y ou may need to scroll through the menu items.)
The terminal communicates with the Moneris host, displays "L ogoff Successful" then returns
to the transactions menu.

To process transactions again, the terminal must be logged on.

7.3 Demo Mode

Demo Mode allows you and your employees to practice operating the Moneris Maobile 8300
terminal without affecting your terminal total amounts, your financial accounts and your
customers' accounts.

Note: Demo Modeis only available if you close your terminal batches on the terminal. If your
terminal uses system close, you cannot use Demo mode.

While the terminal isin Demo mode:

e TheDEMOicon ( E ) isdisplayed on the | eft side of the screen on all menus (except
the applications menu).
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o Allfinancial transaction types that are supported on your terminal can be performed
in Demo mode.

e All financial transactions will be approved.
e The message APPROVED DEMO will be displayed on the screen.

e All transactions will be stored in the terminal’s memory while you remain in Demo
mode.

e All receiptsfor demo transactions and reports on demo totals will have aDEMO
banner printed across the top of them.

e Theinitial transaction amount must be $1.00 or |ess.
e |f youwishto add atip to the Purchase amount, the tip amount must be $1.00 or less.

e If you select or key in a Cashback amount during a Debit Purchase, only $1.00is
added to the transaction amount regardless of which Cashback amount is selected or
keyed in.

e |If you change parameters values while the terminal isin demo mode, those changes
will not be cleared when you exit Demo mode. Parameter values affect the way the
terminal works in both live mode and demo mode. Any changes you make in demo
mode will aso affect the way termina works when you perform live transactions.

e |f you power off the terminal whileitisin Demo mode, it will still be in Demo mode
the next time you power up the terminal.

7.3.1 TransactionsAvailablein Demo Mode

Most transactions can be practiced in Demo mode on the terminal. Refer to the tables below
for acompletelist.

e Financia Transactions by Card Type
¢ Reporting Functions

e  Administrative Functions

e  Shortcuts

Transactions that cannot be performed do not appear on the terminal screen whilein Demo
Mode.

The terminal can NOT perform a Batch Close in Demo mode. Y ou can clear transactions
from the Demo batch by using the Batch Clear function while in Demo mode or by selecting
Y es at the "Clear Batch" prompt when you exit Demo mode.

Note: Demo transactions are limited to a maximum amount of $1.00.

If Tip Entry is enabled, the maximum tip amount in Demo Mode is $1.00.

If Cashback is enabled, the maximum Cashback amount in Demo Modeis $1.00.
The maximum final total amount (purchase + tip + cashback) is $3.00.

110 Moneris Mobile 8300 Operating Manual v1.0.08



7. Admin Transactions

Financial Transactions by Card Type

Most financial transactions are available regardless of the type of card used, however

Purchasing Cards (i.e., Corporate cards) cannot be used while in Demo Mode.

Transaction CREDIT DEBIT
Purchase Swipe or Insert Swipe or Insert
Refund Swipe or Insert Swipe or Insert
Pre-authorization Swipe or Insert n/a
Completion With Sequence # n‘a

With Sequence #
Delete Pre Auth .Seq n/a

With Card #

Advice With Voice Auth # n/a
Correction Swipe or Insert Swipe or Insert
Functions
Reporting Functions Admin Functions Shortcuts
Stored Tran Rpt Reprint 3 = Paper feed
Deposit Totals Demo 6 = Quick Setup
Clerk SubTotals Batch Review 9 = Cash Receipt
Multi Terminal Batch Clear OK = Configuration menu
Merch SubTotals * = Applications menu
Termina Parms
Termina Stats
EMV Param Rpt
EMV Diagnostics
Pre-Auth Rpt

Thefollowing SET UP functions should NOT be used in Demo Mode although they are

available:
e  Printer
e Comm
e Host
e Merchant IDs
e |IPHosts
o Date/Time

Moneris Mobile 8300 Operating Manual v1.0.08

111



7. Admin Transactions

7.3.2 Entering Demo Mode
Note: Demo mode can only be activated on terminals that have been configured, initialized
and logged on.
IMPORTANT: You must close the current batch before you can enter Demo mode. Do
NOT clear the batch.
IMPORTANT: Ensurethat you exit Demo M ode befor e processing actual financial
transactions. Transactions processed in Demo Modewill NOT affect your terminal
totals, financial accounts and customers’ accounts.
From the applications menu:
1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.
2. Press OK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.
3. Select Setup.
If the "Password:" entry screen appears,
key in the manager password and press OK.
The SETUP menu appears.
4. Select Demo.
The"Demo Mode" selection screen appears.
5. Select On.
If the "Batch Not Empty Clear Batch" message appears, the terminal has transactions
in terminal memory.
- Select No. The TRANS CANCELLED message appears.
- Press OK to return to the SETUP menu then press CANC ANNUL two timesto
return to the transactions menu.
- Perform a batch close then try entering Demo mode again.
Do NOT sdlect Yes. If you do, the batch will be deleted and you will lose all
transactions in the batch in the terminal memory. Y ou will be unable to close that
batch and will be out of balance with the Moneris host.
The terminal displays DEMO MODE ON then the SETUP menu re-appears with the DEMO
.
M
icon ( & ) displayed on the left side of the screen.
6. Press CANC ANNUL two timesto return to the transactions menu.
The terminal is now in Demo mode.
IMPORTANT: Ensurethat you exit Demo M ode befor e processing actual financial
transactions. Transactions processed in Demo Mode will not affect your terminal totals,
financial accounts and customers accounts.
7.3.3 Exiting Demo Mode
IMPORTANT: Ensurethat you exit Demo M ode befor e processing actual financial
transactions. Transactions processed in Demo Modewill NOT affect your terminal
totals, financial accounts and customers accounts.
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From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. PressOK to display the CONFIGURATION menu.
Thefirst screen of the Configuration menu appears.

3. Select Setup.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The SETUP menu appears.

4. Select Demo.
The"Demo Mode" selection screen appears.

5. Select Off.

If the "Batch Not Empty Clear Batch" message appears,

the terminal has Demo transactions in terminal memory. Select Y es. The terminal
displaysBATCH DELETED and all Demo transactions in the terminal memory are
deleted.

The DEMO MODE OFF message is displayed then the SETUP menu re-appears WITHOUT
the DEMO icon displayed on the left side of the screen.

6. Press CANC ANNUL two times to return to the Debit & Credit transactions menu.

IMPORTANT: All transactions performed on the terminal will now be in normal mode.
They WILL affect your terminal totals, your financial accounts and your customers
accounts.
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8 Reports

8.1 Clerk Subtotalling Reports
8.1.1 Clerk SubtotalsReport for All Clerks

Thisreport includes totals from the Moneris Host for al Clerk 1Ds associated with your
merchant ID. Transaction type totals are sorted by Card Type and grand totals are sorted by
transaction type by Clerk ID.

Note: You can also perform a Clerk Subtotals Report for one clerk or alist of clerks.

IMPORTANT: Clerk IDs must be added to your merchant account on the Moneris host
before thisreport can be generated.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

L]
2. Press the REPORTS key (first purple key on the right, below the < icon on the screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Select Clerk SubTotals.
The"Clerk Id:" entry screen appears.

4. Key in an asterisk (*) and press OK.
The"Add Ancther Clerk?" selection screen appears.

5. Select No.
The"Clear Totals?" selection screen appears.

6. Select No.

IMPORTANT: Clerk Subtotals must be cleared on a regular basis (weekly is
recommended). If not, the Moneris Host will automatically clear the totals when the
number of transactionsfor a card type within a Clerk 1D reaches 10,000.

The terminal communicates with the Moneris host then prints the Clerk Sub Totals report and
returns to the first REPORTS menu screen.

7. Press CANC ANNUL to return to the transactions menu.

8.1.2 Clerk Subtotals Report for One Clerk or aList of Clerks

Thisreport includes totals from the Moneris Host for one or alist of clerks. Transaction type
totals are sorted by Card Type and grand totals are sorted by transaction type by Clerk 1D.

Note: You can also perform a Clerk Subtotals Report for all clerks.

IMPORTANT: Clerk IDs must be added to your merchant account on the Moneris host
beforethisreport can be generated.
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From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

[
2. Press the REPORTS key (first purple key on the right, below the < icon on the screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Select Clerk SubTotals.
The"Clerk Id:" entry screen appears.

4. Key inthe Clerk ID and press OK. (Refer to section 2.3.20 Entering al phabetic characters
and punctuation for instructions.)

Note: You must enter aClerk ID.
The"Add Ancther Clerk?" selection screen appears.

5. To print sub-totals for only one clerk 1D, select No.

To print sub-totals reports for more than one specific clerk 1D, select Y es then repeat steps 4
and 5 for each additional clerk ID.

The"Clear Totals?" selection screen appears.

6. Select No.

IMPORTANT: Clerk Subtotals must be cleared on aregular basis (weekly is
recommended). If not, the Moneris Host will automatically clear thetotals when the
number of transactionsfor a card type within a Clerk ID reaches 10,000.

The terminal communicates with the Moneris host then prints the Clerk Sub Totals report and
returns to the first REPORTS menu screen.

7. Press CANC ANNUL to return to the transactions menu.

8.2 TheConfiguration Parameters Report

When you have finished configuring your terminal, perform this function in order to have a
printed record of the terminal’ s parameters. Included on the print-out are:

e softwarerevision number (Application ID)
o terminal identification information (Terminal Serial #:)

o features enabled from the CONFIGURATION menu, including Terminal
Parameters, Debit Parameters and Tip Parameters

e receipt setup (under Receipt Parameters)
e communications parameters (under Dial Parameter and Ethernet Parameters)

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Pressthe right-most purple key on the keypad to select the REPORTS menu.
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Pressthe left-most purple key on the keypad to select the down arrow.
The second REPORTS menu screen appears.
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4. Select Terminal Parms.
The terminal prints the Parameters Report and returns to the second REPORTS menu screen.

5. Press CANC ANNUL to return to the transactions menu.

8.3 EMYV Parameters Report

Thisfunction printsalist of EMV parameters and their values by EMV card record number.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

L]
2. Pressthe REPORTS key (first purple key on the right, below the <= on the screeen).
If the "Password:" entry screen appears, key in the manager password and press OK.
The first REPORTS menu screen appears.

3. Select EMV Param Rpt (you may need to scroll to the next menu screen).
The terminal printsthe EMV Parameters Report and returns to the first REPORTS menu
screen.

4. Press CANC ANNUL to return to the transactions menu.

8.4 Batch Totals Report

Thisreport is printed as part of the Batch Close transaction, however it can be printed without
closing the batch.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Batch Close (you may need to scroll to the next menu screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
The Close Type? prompt appears.

3. Select Single.
The terminal communicates with the Moneris Host then prints the BATCH TOTALS report.
The "Prt Stored Trans?' prompt appears.

4. Select No.
The "Close Batch?' prompt appears.

5. Select No.
The message "Batch Close Failed" is printed on the report and displayed on the screen then
the terminal returns to the transactions menu.

8.5 Deposit Totals Report

The Deposit Totals report provides totals for all transactionsin closed batches (i.e., batches
that have been closed but have not yet been settled) on the same date that thisreport is
printed. It includes transaction type totals by card type from the Moneris Host and grand totals
by transaction type.

Moneris Mobile 8300 Operating Manual v1.0.08 117



8. Reports

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

[
2. Press the REPORTS key (first purple key on the right, below the < icon on the screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Select Deposit Totals.
The termina communicates with the Moneris host.

If the terminal displays"APPROVED", press OK.
The termina prints the Deposit Totals report and returns to the first REPORTS menu screen.
4. Press CANC ANNUL to return to the transactions menu.

8.6 Merchant Subtotals Report

This report contains information about the transactions stored in the current batch on the
Moneris host. It prints transaction type totals sorted by card type and grand totals sorted by
transaction type. It does not close the batch.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

L]
2. Pressthe REPORTS key (first purple key on the right, below the = icon on the screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
The first REPORTS menu screen appears.

3. Select Merch SubTotals. (Y ou may need to scroll through the menu items.)
The terminal communicates with the Moneris host.

If the terminal displays"APPROVED", press OK.

The terminal prints the Merchant Subtotals report and returns to the second REPORTS menu
screen.

4, Press CANC ANNUL to return to the transactions menu.

8.7 PrivateLabel Transactionson Reports

Private Label transactions appear as a separate card type on al reports that include credit card
transactions including:

e Stored Transactions List

e Deposit Total Inquiry

e Clerk Subtotals Inquiry

e Multiple Terminal Report

e  Merchant Subtotals Report

e Batch Review Report
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8.8 Stored Transactions Report

This report contains information about the transactions in the terminal’s memory. It prints a
detailed list of al transactions in the terminal’s memory sorted by date and it prints transaction
type totals sorted by card type and grand totals sorted by transaction type.

Note: This report does not include pre-auth transactions. These transactions are listed in the
Pre-Auth report.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

L]
2. Pressthe REPORTS key (first purple key on the right, below the <= icon on the screen).
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Select Stored Tran Rpt.
The "Report Period:" selection screen appears.

4. To print transactions and totals for a specific date:
a. Select Date.
The"Date (YYYYMMDD):" entry screen appears.
b. Key in the date and press OK.
To print al transactions and totals:
a Select All.

The termina prints the Stored Transactions report and returns to the first REPORTS menu
screen.

5. Press CANC ANNUL to return to the transactions menu.

8.9 PreAuth Transactions Report

Thisreport lists al open Pre Auth transactions (i.e. all Pre Auth transactions that have not
been completed) in the terminal memory.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Pre Auth.
The Pre Auth menu appears.

3. Select Pre-Auth Rpt.

If the "Password:" entry screen appears,
key in the manager password and press OK.

The termina prints the Pre Auth Transactions report and returns to Pre Auth menu.
4. Press CANC ANNUL to return to the transactions menu.

Moneris Mobile 8300 Operating Manual v1.0.08 119






9 End-of-Day Procedure

IMPORTANT: At theend of each business day you must process a Batch Close
transaction in order to have the fundsfrom your POS transactions deposited to your
business account.

Note: If your merchant account is set up to close your batches automatically, simply print a
Merchant Sub-totals Report at the end of each business day. If you wish, you may also
perform a Batch Clear transaction.

Y ou will need to perform two tasks:
1. Perform a Batch Close for asingle terminal.

If Multi-Terminal Reporting is enabled, perform aMulti-Terminal Batch Close for one
or more named terminals.

2. Compare the totals on the Batch Totals report and the Stored Transactions report printed
during the Batch Close.

IMPORTANT: If thetotalsdo not match, call the Moneris M er chant Service Centre for
reconciliation assistance.

9.1 Batch Close

At the end of each business day you must process a Batch Close transaction in order to have
the funds from your POS transactions deposited to your business account.

Note: If your merchant account is set up to close your batches automatically, smply print a
Merchant Sub-totals Report at the end of each business day. If you wish, you may also
perform a Batch Clear transaction.

Chip card totals arerolled into the card totals; they do not appear as a separate card type.
Note: To close multiple terminals at one time, refer to section 9.4 Multi-Terminal Reports.

Note: To print the Batch Totals report without closing the batch, refer to section 8.8 Stored
Transactions Report.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Batch Close. (Y ou may need to scroll through the menu items.)
If the "Password:" entry screen appears, key in the manager password and press OK.

If the TRANS NOT ALLOWED message appears, your merchant account is set up to
close your batches automatically. Simply print aMerchant Subtotals Report at the end
of each business day. If you wish, you may also perform a Batch Clear transaction.

The Close Type? prompt appears.
3. Select Singl.

If the "Delete Pre-Auth?" prompt appears:
to delete all open (uncompleted) pre auth transactions, select Yes.
to retain all open pre auth transactions, select No.
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The terminal communicates with the Moneris Host then prints the BATCH TOTALS report.
The"Prt Stored Trans?' prompt appears.

4. Select Yesto print the Stored Transactions report.
The "Report Period:" prompt appears.

5. To print the transactions for a specific date, select Date then key in the date
(YYYYMMDD) and press OK.

To print al transactions in the batch, select ALL.

The terminal prints the Stored Transactions report then the " Close Batch?' prompt appears.

6. Confirm that the totals on the Batch Totals report match the totals on the Stored
Transactions report.

7. If thetotals match, select Y es to close the current batch and have funds deposited to your
account.

If the totals do not match, select No.

The message "Batch Close Failed" is printed on the report and displayed on the screen.
The Batch Close is cancelled and funds are NOT deposited to your account. If you
perform the Batch Close transaction again later and select Y es, the funds will be
deposited at that time.

8. Theterminal communicates with the Moneris Host again, prints the Batch Close report and
returns to the transaction menu.

9.2 Batch Clear

Thisfunction is primarily used by System Close merchants to clear the batch in the terminal
memory. A system closeisinitiated by the Moneris Host and clears the batch on the host but
not on the terminal. If the batch on the terminal is never cleared, any totals reports that rely on
the terminal batch will continue to increment each day.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Batch Clear. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

The "Clear Batch?" selection screen appears.
3. Select Yes.

Note: If you select No, the terminal returns to the transactions menu without clearing the
batch.

The terminal clears the batch and returns to the transactions menu.

9.3 Batch Review

Thisreport displays details for all transactions that match the criteriayou select. The
displayed transactions can be voided, a Transaction Inquiry report can be printed for all
matching transactions or a duplicate receipt can be printed for the currently displayed
transaction.

Criteriaare:

e Clerk ID (CIrk)
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Amount (Amt)
Card Number (Acct)
Sequence Number (Seg#)

The following transaction details are displayed:

Note: This function does NOT include Pre Auth transactions. Y ou must use the Pre-Auth

Sequence #

Card Type
Transaction Type
Card Number

Transaction Amount

Report to review Pre Auth transactions.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Select Batch Review. (Y ou may need to scroll through the menu items.)

If the "Password:" entry screen appears,
key in the manager password and press OK.

The "Retrieve By" selection screen appears.

3. Select the criteria type you wish to use to search through the batch.

Clrk => key inaclerk ID used for the transaction you're looking for and press OK.

OR simply press OK to select al transactions.

Amt => key in the amount of the transaction you're looking for and press OK

Acct => key in the last 4 digits of the card number used for the transaction and press

OK

Seqit => key in the sequence number of the transaction and press OK. OR simply
press OK to select all transactions.

The terminal displays the following information for the first transaction that matches the
criteria

Seg#:

Card Name
Transaction Type
Card Number
Amount

4. Select the action you wish to perform.

Corr => perform a Correction on that transaction
Prev => move back to the previous transaction that matches the criteria
Next => move forward to the next transaction that matches the criteria

Prnt => print the details displayed on the screen in the Transaction Inquiry report
format.
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Or press the Reprint key, to reprint the merchant copy of the receipt for the displayed
transaction.

5. To return to the transactions menu, press CANC ANNUL two times.

9.4 Multi-terminal Reports

94.1

9.4.2

Multi-Terminal Batch Close for All Terminals

This function does not compare totals stored in the terminal memory to totals stored on the
Moneris Host. Therefore, ensure your receipts balance to the total of the Deposit Totals
Report (selected in step 5) or print a Stored Transactions Report on each of the terminals
selected.

Note: You can also perform a Multi-Terminal Batch Close for one or more terminals by
name.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.

2. Pressthe right-most purple key on the keypad to select the REPORTS menu.
If the "Password:" entry screen appears, key in the manager password and press OK.
The first REPORTS menu screen appears.

3. Select Multi Terminal.
The"Terminal Name:" entry screen appears.

4. Key in an asterisk (*) and press OK.
The"Add Ancther Terminal?' selection screen appears.

5. Select No.
The"Deposit Totals:" selection screen appears.

6. Select Yes.

The terminal communicates with the Moneris host then prints a Multi Terminal report for all
terminal names associated with your merchant ID and returns to the first REPORTS menu
screen.

7. Press CANC ANNUL to return to the transactions menu.

Multi-Terminal Batch Closefor One Terminal Nameor aList of
Terminal Names

This function does not compare totals stored in the terminal memory to totals stored on the
Moneris Host. Therefore, ensure your receipts balance to the total of the Deposit Totals
Report (selected in step 5) or print a Stored Transactions Report on each of the terminals
selected.

Note: You can also perform a Multi-Terminal Batch Close for al terminals.

IMPORTANT: You must know theterminal namein order to perform thisfunction.

From the applications menu:

1. Select DEBIT & CREDIT.
The message "Activating App..." is displayed then the transactions menu appears.
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2. Pressthe right-most purple key on the keypad to select the REPORTS menu.
If the "Password:" entry screen appears, key in the manager password and press OK.
Thefirst REPORTS menu screen appears.

3. Select Multi Terminal.
The"Terminal Name:" entry screen appears.

4. Key in the terminal name to be used in the Multi-terminal report and press OK. (Refer to
section 2.3.20 Entering al phabetic characters and punctuation for instructions.)

Note: You must enter a Terminal Name.
The"Add Ancther Terminal?" selection screen appears.

5. To print sub-totals reports for more than one specific terminal name, select Y es then repeat
steps 4 and 5 for each additional terminal name.

Note: You may select up to 20 terminals by name to process at one time. When you enter the
twentieth terminal name, the terminal automatically processes the list then returnsto the
MULT TERM menu. Y ou can then add additional terminals.

To print sub-totals for only one terminal name or when you have finished adding terminals,
select No. The "Deposit Totals:" selection screen appears.

6. Select Yes.
The terminal communicates with the Moneris host then prints the Multi Terminal report and
returns to the first REPORTS menu screen.

7. Press CANC ANNUL to return to the transactions menu.
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10 Troubleshooting

Assistance can be accessed in a number of ways. You can:
o refer to other Moneris Mobile 8300 documentation

e call the Moneris Merchant Contact Centre

10.1 Additional Documentation

To download additional documentation, visit the Downloads pages on our website,
WWW.moneris.net.

e For acopy of the Moneris Mobile 8300 Quick Reference Guide, go to
www.moneris.net/Support/Downloads/ReferenceGuides.aspx. In the Wireless
section, select "Mobile 8300".

e For aprintable PDF file of this Operating Manual, go to
www.moner is.net/en/Support/Downloads/M er chantM anuals.aspx. In the
Wireless section, select "Mobile 8300 Operating Manual".

e For acopy of the Moneris Merchant Operating Manual, go to
www.moner is.net/en/Support/Downloads/M er chantM anual s.aspx. Scroll down
to the 'Other' section and select "Merchant Operating Manual".

10.2 Telephone Assistance

WHEN YOU NEED:
e toorder POS stationary suppliesincluding printer rolls and additional batteries
e toresolve balancing issues
e to solve problems with your terminal
e toreport aCode 10 situation
e assistance changing your terminal configuration

e Credit Voice Authorizations

PLEASE CONTACT:

Moneris M erchant Service Centre

1-866-319-7450
toll-free
24 hoursa day, 7 days a week
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10. Troubleshooting

10.3 Troubleshooting

If your terminal is not working properly and an error message appears on the screen, go to the
list of Error Messages and locate the message you see on the terminal. If the problem appears
to be with the hardware, go to the list of Hardware Problems and |locate the symptom. Then,
review the possible problems and try the suggested solution.

Note: Please keep any receipts printed during problem transactions. The Service Centre
representative may require information that appears on the receipts.

IMPORTANT: You may need to contact your wireless service provider for assistance
before contacting M oneris. Check the Error Message or Hardwar e Problem resolution
to determineif thisisthe case.

If this does not resolve the problem, contact the Moneris Merchant Service Centre for
assistance.

10.4 Error Messageson the Moneris Mobile 8300 Ter minal

A message will appear on the display if an error occurs. In the table below, find the error
message that appears on the terminal and try the solution. If the error message re-appears,
contact the Moneris Merchant Service Centre for assistance.

IMPORTANT: You may need to contact your wireless service provider for assistance
before contacting M oneris. Check the Error Message resolution to determineif thisis
the case.

All error messages are listed in aphabetical order (regardless of their cause).

ERROR MESSAGE PROBLEM & SOLUTION

Card Not Supported The type of card swiped on the terminal does not match the
card type selected at the READY screen. For example, a
Debit card was swiped during a Credit Pre-auth transaction or
an Ernex Gift Card was swiped for an Ernex Loyalty Card
transaction.

Try swiping the card again.

If this message reappears, press CANC ANNUL to cancel
the transaction and retry the debit or credit transaction.
-OR-

Y our merchant account with Monerisis not set up to accept
the card type that was swiped.

Request another form of payment then contact the Moneris
Merchant Service Centre to discuss how to add that payment
type to your merchant account.
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ERROR MESSAGE

PROBLEM & SOLUTION

Card Swi pe Error

There is aproblem with the magnetic stripe on the card that
was swiped.

Try swiping the card again, this time more slowly or quickly,
or from front of the terminal to the back.

If the message reappears:
- for credit card with stripe — key in the card number.

- for credit card with chip — swipe the card
- for debit card with stripe or chip — request another form of
payment.

Carrier Tinme-out

The termina was not able to connect to the wireless Ethernet
provider.

Press OK to return to the transactions menu and try the
transaction again.

COMMSVR ENTRY
PASSWORD

The"2" key was pressed when the terminal was at the
applications menu (e.g. attempting to key in a dollar value of
$20.00 or another value that includes a 2).

Press CANC ANNUL to return to the applications menu.

Connect Fail ed

The terminal could not connect via wireless Ethernet.

1. Press OK to return to the transactions menu.
2. Ensurethe SIM card isin the SIM card dlot and isinserted
correctly then retry the transaction.

This symbol appears when the terminal isin Demo Mode.

Exit Demo Mode to remove the symbol from the display.

Edit Config The "8" key was pressed when the terminal was at the

About applications menu (e.g. attempting to key in a dollar value of
$8.00 or another value that includes an 8).

UTI LI TIES> Pressthe* (asterisk) key to return to the applications menu.

EMPTY BATCH If you attempt a Pre Auth Completion but there are no

uncompleted pre auths in the terminal memory, the Empty
Batch message appears.

Press OK to return to the Pre Auth menu.

ERR READ CARD NO

There is aproblem with the magnetic stripe on the card that
was swiped.

Try swiping the card again, this time more slowly or quickly,
or from front of the terminal to the back.

If the message reappears:
- for credit card with stripe — key in the card number.

- for credit card with chip — swipe the card
- for debit card with stripe or chip — request another form of
payment.
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10. Troubleshooting

ERROR MESSAGE

PROBLEM & SOLUTION

EXPI RED CARD

The expiry date on the card that was swiped has passed.
Request another form of payment.

EXCEEDS REFUND LIM T

The total value of refunds performed today is greater than
your daily refund limit.

- Call the Moneris Merchant Service Centre for atemporary
increase. Please have the original purchase receipt available
for reference.

HOST LOGON REQUI RED

The terminal has been logged off to protect it from attempts
to perform unauthorized transactions.

Perform a Logon transaction.

I NI T REQUI RED

When this message is displayed at the top of the screen
(alternating with the date and time), the Moneris host is
requesting are-initialization of the terminal.

Invalid Date

The date entered is not avalid date.
The date must be entered inthe MMY'Y format and must be a
valid calendar date, e.g. 1409 is not avalid date.

Check the date and re-enter it when the prompt re-appears.

I nvalid Password

The password entered does not match the manager's
password.

Press CANC ANNUL then re-enter the manager password
and press OK.

Inv# is 7 char max
Press K key

The Private Label card or Purchasing card used for this
transaction only supports invoice numbers with a maximum
of 7 characters. The invoice number keyed in earlier in the
transaction was longer than 7 characters.

Press OK. The "Invoice #" entry screen appears.

Check the invoice number, enter the correct number of
characters and press OK to continue the transaction.

I nvalid Accnt No.

During a swiped credit card transaction, the digits entered as
the last four of the credit card do not match the last four
digits of the card number encoded on the card's magnetic
stripe.

Check the card number and re-enter the last four digits when
the "Last 4 digits:" prompt re-appears.

If the prompt reappears, contact the Moneris Merchant
Service Centre for assistance.

| P Connection Fail ed

The terminal could not connect via wirel ess Ethernet.

1. Press OK to return to the transactions menu.
2. Ensure the SIM card isin the SIM card dot and isinserted
correctly then retry the transaction.
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ERROR MESSAGE

PROBLEM & SOLUTION

Li ne Busy

Check if the phone line is shared with another piece of
equipment, e.g. afax machine.

If it is, disconnect the other piece of equipment to leave the
line free for the terminal and try the transaction again.

OR
Check if aprefix isrequired to dial out.

If itis, set the PABX code to the required prefix then try the
transaction again.

Must Settl e Soon

The terminal batch fileis nearly full.
Perform a Batch Clear transaction to empty the batch file.

NO ACTI VI TY There are no transactions associated with that clerk ID.

OR

That Clerk 1D does not exist.

Check the Clerk 1D and try the Clerk Subtotals report again.
No Aid ... If this message appears when the terminal is powering up,

press OK to continue or wait 45 seconds for the terminal to
continue on its own.

No Chip CD On Pre
Aut h
Pl ease Renpve Card

Y our terminal is not configured to process Pre Auth
transactions using a chip card and a chip card has been
inserted during a Pre Auth transaction.

Remove the chip card, press CANC ANNUL to return to the
transaction menu and perform a Purchase transaction with the
chip card.

No Li ne

The terminal cannot detect adial communications line.

Check that all communications cables are connected to the
base and the wall jack correctly. If they are, check the phone
line for dial tone.

Check that the phone lineis an analog dial line. The terminal
will not work on adigital phone line or on VolP.

Try the transaction again. If the message reappears, unplug
and replug the power cable at the power source.

No Natch

The information you have used to find atransaction in
memory can not be found.

Check the information and try again.
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ERROR MESSAGE

PROBLEM & SOLUTION

Qut of Range

The Cashback amount requested exceeds the maximum
cashback value set on the terminal.

Ask the cardholder to key in an amount lower than the
maximum amount when the "Cash: " prompt re-appears.

If this error message appears on aregular basis, consider
increasing the cashback limit set on the terminal.

OR

If this message appears while the terminal isin Demo mode,
ensure the amount of the transaction plus Cashback is $1.00
or less, and the tip is $1.00 or less.

Paper CQut

A problem has been detected with the printer.

Open the printer and check that:

- there is paper in the printer

- the paper feed is clear.

- the paper roll is seated correctly.

Close the printer lid and ensure that it is closed compl etely.

If the problem is fixed:
The printer will finish printing the receipt or report that was
in progress and complete the transaction.

If the problem is not fixed:
Press OK. The terminal will complete the transaction. Fix the
problem then reprint the transaction.

Note: Transactions should not be performed until the printer
problem is fixed.

PHONE NUM FLDS EMPTY

The terminal has attempted to dial out but the phone number
parameters are empty. If this message occurs during:

- afinancial transaction, call the Moneris Merchant Service
Centre for assistance.

- aBatch Close transaction, perform a Re-initialization then
try the transaction again.

PRI NTER ERR

Open the printer, check that there is a paper roll and that the
roll isloaded properly then close the printer.

Note: If the battery charge level is at |ess than 20%, the
terminal cannot print receipts however transactions can still
be processed. Please the terminal on the charging baseto
print receipts.
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ERROR MESSAGE

PROBLEM & SOLUTION

READ CARD ERR

There is aproblem with the magnetic stripe on the card that
was swiped.

Try swiping the card again, this time more slowly or quickly,
or from front of the terminal to the back.

If the message reappears:
- for credit card with stripe — key in the card number.

- for credit card with chip — swipe the card
- for debit card with stripe or chip — request another form of
payment.

Record Not Found

The information you have used to find a transaction in
memory can not be found.

Check the information and try again.

Refund Limt Thetotal value of refunds performed today is greater than

Exceeded your daily refund limit.
- Call the Moneris Merchant Service Centre for atemporary
increase. Please have the origina purchase receipt available
for reference.

RETRY TRAN? Select YES to retry the transaction. The terminal will try to

send the transaction to the Moneris Host using the card data
already entered.

Select NO to return to the transactions menu.

SETTLE FAI LED

The connection with the Moneris host was lost during the
batch close function and the settlement was not completed.

- Try the Batch Close again. If the batch totals are $0, print a
Deposit Totals report and a Stored Transactions report then
call the Moneris Merchant Service Centre.

SYSTEM PROBLEM

This message will be followed by one of the three following
messages:
- TCPINIT ERR: ####

- TCP RECV ERR: ####
- TCP SEND ERR: ####

A communication error has occurred.

Call the Moneris Merchant Service Centre and give the agent
the four-digit number.

TABLE FULL

Y ou have tried to add too many Clerk IDs or Terminal
Names.

Y ou can add a maximum of 255 different Clerk IDs and 100
different Terminal Names.

TCP INIT ERR ####

Refer to the SY STEM PROBLEM error message.

TCP RECV ERR ####

Refer to the SY STEM PROBLEM error message.

TCP SEND ERR: ####

Refer to the SY STEM PROBLEM error message.
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ERROR MESSAGE

PROBLEM & SOLUTION

TI P ERROR

The cardholder has keyed in atip amount that is greater that
the standard percentage or atip percentage that is not defined
in the terminal.

TRANS CANCELLED

The CANC ANNUL key was pressed during the transaction.

- If the cardholder pressed the CANC ANNUL key, ask the
cardholder to return the pinpad/terminal.

- Press OK to display the merchant prompts and print the
merchant copy of the cancelled receipt.

- Retry the transaction.

TRANS NOT ALLOWED

Y ou have attempted to perform atransaction that is either not
configured on your terminal or not set up in your merchant
account.

If this appears during a Batch Close transaction, your
merchant account is set up to close your batches
automatically. Simply print aMerchant Sub-totals report at
the end of each business day.

Call the Moneris Merchant Service Centre for assistance.

10.5 Hardware Problems

If terminal does not display an error message but is not functioning correctly, review thislist
of hardware problems to find suggested solutions.

IMPORTANT: You may need to contact your wireless service provider for assistance
befor e contacting M oneris. Check the Har dwar e Problem resolution to determineif this

isthe case.

HARDWARE
PROBLEM

SOLUTION

appears on the left

The battery is amost empty.

Swap the battery for afully charged battery or place the terminal
on acharging base to charge the battery and continue performing
transactions.

side of the display
Battery is not Ensure the LED is blinking amber. If not, move the termina on
charging. the charging base, until the battery contacts touch the base

contacts and the LED slowly flashes amber.

Communication
problems are
happening
intermittently.

Contact the Moneris Merchant Service Centre for assistance.

Chip cards can not
be processed.

If the card entry prompt is " Swipe Card" and the terminal won't
accept inserted chip cards (i.e. it beeps and remains at " Swipe
Card" when achip card isinserted), contact the Moneris
Merchant Service Centre for assistance.
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HARDWARE
PROBLEM

SOLUTION

Display screenis
blank

The terminal has powered off or the battery has drained
completely. Turn the terminal on by pressing and holding OK.

If the applications menu does not appear, check that the battery is
properly attached to the terminal.

If itis, and the display is still blank, the battery needsto be
charged. Swap the battery for afully charged battery or place the
terminal on acharging base to charge the battery.

If the display screenisstill blank, ensure that the power cable is
firmly connected to the power port on the charging base and the
wall jack.

If the display is still blank, contact the Moneris Merchant Service
Centre for assistance.

Display lighting is
too bright or too
dark

The contrast setting istoo high or too low.

Check the contrast setting and increase or decrease it to work with
the lighting at the terminal location.

Magnetic Stripe
Card reader won't
read cards.

Try swiping the card more quickly or more slowly or from the
front of the reader towards the back.

Try swiping adifferent card. If this card can be read, the problem
iswith the first card. Reguest another form of payment.

Use aHead Cleaning Card to clean the card reader (a.k.a. the
magnetic stripe reader or MSR). Contact the Moneris Merchant
Service Centre if you need Head Cleaning Cards.

If the card reader still won't read cards, contact the Moneris
Merchant Service Centre for assistance.

Nothing is possible
on the terminal
after initial
communications
configuration is
completed: not
initialization, not
transactions

Contact the Moneris Merchant Service Centre for assistance.

Printer Jam

Open the printer and check that:

- the paper feed is clear.

- the paper roll is seated correctly.

Close the printer lid and ensure that it is closed completely.

When the problem is fixed, the printer will finish printing the
receipt or report that was in progress. If necessary, reprint the
transaction.

Note: Dehit transactions cannot be performed until the printer
problem is fixed. Credit transactions can be performed manually if
necessary.
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