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Chapter 1. Introduction

1.1: Using ThisManual

This Merchant Operating Manual describes the HiSpeed 31001 P Point of Sale sys-
tem — what it looks like, what the components do, and how to take care of them —
and provides instructions on how to set up the system and how to operate it.

1.1.1: Overview

Here's aquick overview of what each chapter covers:

Chapter 2: About the HiSpeed 31001 P describes the physical components
of the system and how to take care of them.

Chapter 3: Features & Procedur es describes the 31001 P's standard features
and processes as well as options that can be activated.

Chapter 4: Configuring Your Terminal explains how to set up your termi-
nal to meet your POS needs.

Chapter 5: Training M ode describes how to use the 3100IP's Training Mode
to familiarize operators with the terminal.

Chapter 6: Administrative Transactions provides instructions on initializ-
ing your terminal, activating the training mode, and settling your accounts.

Chapter 7: Reporting Transactions providesinstructions on printing reports
and duplicate receipts.

Chapters 8 - 9: These chapters describe standard Debit and Credit card Finan-
cial Transactions, including purchase, refund, and void transactions.

Chapters 10 - 11: These chapters explain how to use the 3100IP's on-screen
help system and calculator.

Appendix A: Clerk Subtotalling: This appendix describes how to enable and
configure Clerk Subtotalling, how to change to Clerk IDs and produce Clerk Sub-
totals reports.

Appendix B: Multi-Terminal Reporting: This appendix outlines the proce-
duresfor enabling Multi-terminal Reporting and processing reporting transactions
when this feature has been enabled.

Appendix C: Moneris Solutions Ether net Network Wiring Specifica-
tions:

This appendix provides specifications for your Ethernet network, if used, to con-
nect to your Internet communications service provider.

Appendix D: Tip Entry on PINPad Transactions provides instructions for
performing Debit and Credit transactions when Tip Entry has been enabled.

Moneris HiSpeed 3100IP Merchant Operating Manual v 1.03.4 1



Introduction

Appendices E - F: These appendices describe how to perform purchasing
card and Private Label card transactions.

Appendix G: Cheque Authorization explains how to use the 3100IP to elec-
tronically obtain approval from a chegue authorization company.

AppendicesH, I, and J: provide information and instructions on using gift
card and loyalty card programs on the 3100IP. The ValueL ink, Ernex and AIR
MILES programs are available.

Appendix K: Error Messages & Troubleshooting lists the error message
you may encounter on the 31001 P and suggests possible solutions to those error
conditions.

Appendix L: Transelect Code Equivalents: This appendix lists the Finan-
cial, Administrative and Configuration transactions available on the Transel ect
system with their Admin Codes and the 31001 P menu containing that function.

1.2: Merchant and Terminal I nformation

Merchant Name;

Merchant Location:

Moneris Merchant ID Number:

Initialization Telephone Number:

Configuration Code:

1.3: Contacting Moneris Solutions

Call the MonerisMerchant Service Centre at:
1-866-319-7450 toll-free

for information and assistance with:

» Balancing your account

*  Problems with your equipment

* Processing financial transactions

»  Processing non-financial transactions

»  Security features - merchant responsibility or liability concerns
»  Settlement processing

e Termina set-up

Available 24 hours aday, 7 days aweek.

Contact Moneris Authorization at:

1-866-802-2637 toll-free
for assistance with:
* \Voice authorizations
e Code 10 situations

Moneris HiSpeed 3100IP Merchant Operating Manual v 1.03.4



Introduction

1.4 Terminal Supplies
To order paper rolls, ribbons and Magnetic Stripe Reader cleaning cards, contact
this Moneris-authorized supplier:
Maxwell Media Products: 1-800-561-6406

1.5: Additional Documentation

To download additional copies of this Merchant Operating Manual, visit
www.moner is.com/mer chant/manualsindex.html and select HiSpeed 31001 P.

To download a copy of the 3100 IP Quick Reference Guide for Debit and Credit
Procedures, visit www.moneris.com/merchant/gr guides and select 31001 P
Debit and Credit.

To download a copy of the 3100 IP Quick Reference Guide for Loyalty Programs,
visit www.moneris.com/mer chant/grguides and select 31001 P L oyalty Pro-
grams.

Moneris HiSpeed 3100IP Merchant Operating Manual v 1.03.4 3
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Chapter 2: About the HiSpeed 3100IP

Your HiSpeed 3100IP termina is a stand-alone, electronic Debit and Credit card
payment system that connects to the Point of Sale (POS) payment services pro-
vided by Moneris Solutions.

The basic 31001 P system consists of the 31001 P terminal with a built-in printer. If
you accept debit cards, you will need to connect a PINPad to the terminal.

If you encounter any problems using the 31001 P, review the appropriate section of
this documentation (use the Index to find information quickly) or consult Error
Messages & Troubleshooting. If the problem persists, call the Moneris Merchant
Service Centre for immediate professional assistance. (See Section 1.3; Contact-
ing Moneris Solutions for telephone numbers.)

2.1: TheTerminal

The 31001 P terminal consists of atouch screen, an integrated printer, a magnetic
stripe reader (MSR) and a small speaker. Together these pieces form a self-sup-
porting unit. A PINPad holster can also be attached if a PINPad will be connected
to the terminal for performing debit transactions.

2.1.1: TheTouch Screen

The interface is atouch-sensitive, backlit, monochrome black on white, LCD
screen, 3.4" wide by 4.5" high.

To select an item or “press’ a button, touch the surface of the screen gently with
your fingertip or the eraser end of a pencil.

IMPORTANT: Do NOT use pointed objects on the touch screen.
They may damage the surface.

The screen changes as you proceed through a transaction, presenting the neces-
sary prompts and information in a clear, easy-to-read fashion. The standard
screens are described below along with the standard areas of the screen, and the
buttons and keypads that appear on the screen.

Theldle Screen

The Idle screen is displayed when your 31001 P terminal is not performing any
transactions or functions. It is determined by whether a PINPad is attached to the
terminal and, if so, the type of PINPad. There are two types. the Swipe Card Idle
screen and the Amount Entry Idle screen.

» The Swipe Card Idle screen appearsif thereis no PINPad or thereis a PINPad
Il attached. It displays the default transaction type (Purchase or Pre-Authori-
zation) over the prompt Swipe Customer Card and a numeric keypad with a
Calculator button and a Transfer from Calc button.

*  The Amount Entry Idle screen appearsif thereisan PINSmart (eN-Crypt
1200) PINPad attached to the terminal. It displays the default transaction type

Moneris HiSpeed 3100IP Merchant Operating Manual v1.03.4 5



About the HiSpeed 3100IP

(Purchase or Pre-Authorization) over the prompt Enter Purchase Amount and
anumeric keypad with a Calculator button and a Transfer from Calc button.

To access the Idle screen from any screen, press the Exit button repeatedly until
the Idle screen appears.

Sandard Transaction Screens

The Sandard Financial Transaction screen

, Status lnf':'rmati':'n [Lin'ﬂ] Menu — Terminal Status Area
- Statuz Infarmation [Line 2]

Transaction Prompt (line 1)
Transaction Prompt (line 2)

4 123455739[]123455?399 p| | Data Entry Display Box

— Prompt Area

’ T W »

7 ) 8 J[ o

6
— Variable Screen Area
3 (Numeric keypad displayed)

N, r

ransfer

Enter

The Sandard Selection Screen

[ ] Status Information [Line 1] | .
? Statuz Infaormation [Line 2] Lang Terminal Status Area

Transaction Prompt (line 1)
Transaction Prompt (line 2) |

Fy

—  Prompt Area

b Choice 1

| Variable Screen Area
(List with Choice 5 selected
displayed)

b Choice ¥

——{Choice B

b Choice 9

—{Choice 10§

NS
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About the HiSpeed 3100IP

The Sandard Host Response Screen

Status Inf tion [Line 1] :

P e inomaton Loz | Lang [ Terminal Status Area

Purchase 987.65

Tip 10.00

Total $997.65 — Host Respémse Area
(Approved Purchase

ApproUEd 123456 response displayed)

Keep Merchant Record

— Variable Screen Area
:I— Navigation Button
(Next Copy button
displayed)
: Exit : @@@ .:Enter:
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Sandard Screen Areas

The following tables provide definitions of the standard screen areas identified in

theillustrations above.

SCREEN AREA

FORMAT, ACTIONS & INFORMATION

Terminal Status Area

Two lines centred at the top of the screen. This area
appears on every screen.

The first line displays one of the terminal or communi-
cation status prompts.

The second line indicates whether the communications
connection is active or inactive and to which Host the
terminal is connecting

Prompt Area

Two lines centred on the screen just below the Status
Area. It contains transaction prompts, error messages
or, if the variable screen area contains a list, the list
name.

Current Choice box

A single line high, it appears on the List screen below
the Prompt Area and above the list items. It displays
the currently selected item.

Data Entry Display box

Appears on screens that require data entry, sits below
the Prompt Area and above the keypad. It is a single
line high and displays the data that has been keyed in
using the keypad.

If the data is longer than the width of the box, scroll
indicators appear at the left and right sides of the area
and the appropriate arrow button will blink at the bot-
tom of the screen. Press once on the enabled arrow
button to move through the text character by character,
press twice quickly to move through the text in chunks,
press and hold to scroll through the text smoothly.

Variable Screen area

See below

Moneris HiSpeed 3100IP Merchant Operating Manual v1.03.4




About the HiSpeed 3100IP

Variable Screen Area

This area changes depending on the activity you are performing. It may contain:

» alist of itemsto choose from
» oneof avariety of keypads with text boxes to input data

e navigation buttons

* amessage from the host

SCREEN TYPE

FORMAT, ACTIONS & INFORMATION

List

Multiple lines of text with arrowheads to left or right of

text.

Select an item:

* by pressing the arrowhead.

» thatis already highlighted (e.g. the default item or
the last item selected) by pressing Enter.

If the list is too long to display all items on the screen,

scroll indicators (small up and down arrowheads)

appear. Scroll through the list by pressing the enabled

arrow button:

» once to move through the list item by item,

» twice quickly (double clicking) to move through the
list by screen

» and holding to scroll through the list item by item.

Association List

Multiple lines of text with arrowheads to left of text.
Each line contains a parameter with its associated val-
ues.

Select items in order to change their value. See the List
Screen Type for instructions on selecting and scrolling.

Data Entry keypad

Appears below the Data Entry display box. See
Alphanumeric Keypads below for details.

Receipt Printer Edit box

Text display box that appears below the Terminal Sta-
tus Area, above the Data Entry keypad, in the same
space as the Prompt Area. The box fills the width of
the screen and contains a row of numbers at the top
and an end-of-text marker (a black diamond).

All text must fit in the display box, which can contain a
maximum of five lines of 40 characters each. If the text
goes past the bottom right corner of the display box, it
is deleted.

Text will wrap automatically to keep words whole.

Use spaces to indent and centre text.

Host Response

Text display box that appears below the status area. It
contains information received from the host regarding
the current transaction (e.g., transaction type and
amount, host message, etc.). It may also contain a
Next Copy button.

Help

see Chapter 10: 3100IP Help System
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About the HiSpeed 3100IP

Sandard Touch Screen Buttons

Note: If a buttonis* greyed out” or dimmed, this meansit cannot be used on
that particular screen.

BUTTON FUNCTION
? Use this button to access the Context Sensitive Help.
?”? Use this button to access the On-line Help Index and

Search screens.

Menu Appears only on the Idle screen.

Use this button, when the terminal is logged on, to
access the Financial Transactions menu.

Use this button, when the terminal is logged off, to
access the Administrative Transactions menu.

Lang Appears on all screens except the Idle screen:
Use this button to change the terminal display lan-
guage and the merchant receipt language.

Navigation Buttons: These oval-shaped buttons appear above the naviga-
Finan, Admin, Config tion arrows on the menu screens.

Reprint, Next Copy Use these buttons for moving to a different screen
Term Lang (e.g., Finan, Admin, Config), completing a process

(e.g., Reprint, Next Copy) and changing the terminal
display language (Term Lang).

Exit Use this button to cancel the current activity and return
to the previous screen or the Idle screen.

Clear Use this button to erase all of the displayed data from a
text box and, in the calculator, to erase the entire math-
ematical operation.

Navigation Arrows: Use these buttons to move through lists of options or

Left €, Up 4, displayed text, or through characters you have input

Down V¥, Right +

Del Delete: Use this button to delete single characters from
a text box.

Enter Use this button to accept displayed data.

Calculator Appears only on the Idle screen.

Use this button to access the on-screen calculator.

Transfer from Calc Appears only on the Idle screen.
Use this button to copy the value on the on-screen cal-
culator to the Purchase Amount text box.

CE Clear Entry: Appears only on the Calculator screen.
Use this button to clear the displayed value but con-
tinue the mathematical operation.

10 Moneris HiSpeed 3100IP Merchant Operating Manual v1.03.4
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Alphanumeric Keypads

KEYPAD

FUNCTION

Upper Case Alpha

Letters A-Z, Space, abc, 123, and a¢é buttons.
Use these keys to enter your Terminal ID, receipt text,
etc.

Lower Case Alpha

Letters a-z and Space, ABC, 123, and aceé buttons.
Use these keys to enter Credit Application information,
receipt text, etc.

Accented Characters

13 accented characters, 5 math symbols, Space,
ABC, abc and 123 buttons.

Use these keys to enter Credit Application information,
receipt text, etc.

Numeric with Punctua-
tion

Numbers 0-9, 16 punctuation keys, Space, ABC, abc,
and ace buttons.

Use these keys to enter an Invoice Number, receipt
text, etc.

Numeric with Alpha

Numbers 0-9, letters A-F.
Use these keys to enter a 3201 poll code, LAN
address, etc.

Numeric

Numbers 0-9, Calculator and Transfer from Calc
buttons.
Use these keys to enter transaction values.

Telephone Number Entry

Numbers 0-9, * and #, Call Wait, Tone Dial, Pulse
Dial, Pause, and Wait Tone buttons.

Use these keys to enter access numbers for Moneris,
Third Party Hosts, Gift Card and Loyalty program pro-
viders.

Calculator

Numbers 0-9, decimal, 6 math operations, and 3 mem-
ory function keys.

See Chapter 11: On-Screen Calculator for details.

2.1.2: ThePrinter

A thermal printer is attached to the back of the 31001 P terminal. The printer prints
black text on white one-part thermal paper and has a* paper out” sensor.

2.1.3: The Magnetic Stripe Reader

The Magnetic Stripe Reader (M SR) isincorporated into the body of the 31001P
terminal. It residesin aslot that runs along the right-hand side of the terminal.
When you dlide (or swipe) a payment card through the MSR, it reads the informa-
tion encoded on the magnetic stripe on the back of the card. Cards can be swiped
top to bottom or bottom to top. The MSR can read Track 1, Track 2 or both tracks
in the card’s magnetic stripe.

Moneris HiSpeed 3100IP Merchant Operating Manual v1.03.4 11
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2.1.4: The Speaker

The speaker makes an audible beep to acknowledge key entry, announce error
conditions and monitor modem activity. The beep can be turned on or off using
the Audible Key Click item on the General Parameters menu.

2.1.5: The Connection Ports
The 31001 P has eight connectors on its back, hidden by a cover panel:

* onel/O port for each of the following communication methods (only one of
these ports can be active at atime):
» DIAL for dia-up communication over an analogue line
* LAN for 3201 LAN communication
 ETHERNET for Ethernet LAN communication over Internet or
MPLS service
e two PINPad ports:
» RS232 SPED port for an RS232 enabled PINPad
e TTL SPED port for aTTL enabled PINPad
*  One power port
« POWER 24vDC
» two Auxiliary sockets (for future use):
« AUX1
« AUX2

2.2: The Cables

The standard 31001 P terminal comes with two cables, the power cable and a com-
munications cable. If you are processing Debit transactions, your will also receive
aPINPad cable.

The power cableisin two pieces. One piece consists of the power supply box and
acable that ends in aplug that isinserted into the terminal’s “POWER 24VDC”
port. The other piece consists of a cable with two plugs, oneisinserted into the
power supply box, the other into the wall socket.

The connectors on the communications cable will vary according to the type of
communication your terminal will be using:

« Dia communications; RJ-11 connectors
e 3201 LAN communications; RJ-12 connectors
e Ethernet communications: RJ-45 connectors.

The communication cable connects the 31001 P terminal to the communications
device (e.g., atelephonejack, an Ethernet wall jack). One end of the cableis
inserted into the appropriate I/O port on the 31001, the other into the appropriate
communications device.

If you process Debit transactions, you will have a PINPad with an attached cable
ending in either aTTL connector (looks like a phone connector) or an RS232 con-
nector. The connector isinserted into the appropriate “ SPED” port on the termi-
nal.

12
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About the HiSpeed 3100IP

2.3: ThePINPad

This component is optional. If you process only Credit transactions, you do not
need to attach a PINPad. If you wish to process Debit card transactions with your
31001 P you must attach a PINPad. The PINPad |1 PINPad (also called the eN-
Crypt 150) and the PINSmart (also called the eN-Crypt 1200) PINPad have been
certified for use with the 31001 P,

Each of the PINPads has a keypad, a display window and a connection cable. The
PINSmart also has a Magnetic Stripe Reader (M SR) for reading the information
on the magnetic stripe on debit cards.

PINPad Keys

KEY NAME COLOUR | FUNCTION

CHQ Blue Use this key to select a chequing account.

SAV/EP Blue Use this key to select a savings account.

Spare Function key Blue This key is not active.

ALPHANUMERIC KEYS | Grey Use these keys to enter the confidential
PIN (Personal Identification Number) and
the tip amount.

CANCEL Red Use this key to cancel the current debit

ANNUL transaction.

CORR. Yellow Use this key to clear the displayed data
and re-enter it or, if data has not been
input, to return to the previous prompt.

OK Green Use this key to complete the PIN, accept

ENTER amounts displayed and approve the trans-

ENTRER action.

2.4. Care of the Components

Proper care of your 31001 P system will help ensure uninterrupted service. Here
are some recommendations for maintaining your terminal in good working order:

IMPORTANT: Misuse of equipment can result in replacement
liability.

» DO press gently on the touch screen with your fingertip or a pencil eraser.

Do NOT useapen or pencil tip, fingernails or other sharp objects on the touch
screen.

* DO clean the touch screen with a damp cloth rinsed in amild soap solution.

* Do NOT use solvents, cleaning fluids or abrasives on any part of the terminal.

» Cleanthe Magnetic Stripe Reader (M SR) periodically, using the cleaning card
provided with your 31001 P system. To obtain additional M SR cleaning cards,
contact your terminal supplies provider listed in Section Terminal Supplies.

» Useonly authorized suppliers for your terminal supplies to maintain the war-
ranty on the equipment. See Section 1.4: Terminal Supplies.

» Load the paper into the printer correctly (see the diagram on the inside of the
printer cover).
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About the HiSpeed 3100IP

Avoid spilling liquids on components.

Do NOT expose components to extreme temperatures.

Avoid unnecessary movement of the terminal to prevent accidental disconnec-
tion of any of the cables.

If the equipment fails, call the Moneris Merchant Service Centre. (See Section
1.3: Contacting Moneris Solutions for contact information.)

14

Moneris HiSpeed 3100IP Merchant Operating Manual v1.03.4



Chapter 3: Features & Procedures

Your HiSpeed 3100IP terminal can be set up to accept and process a variety of
cardsincluding Debit and Credit cards, Third Party cards, Purchasing cards, Gift
cards and Loyalty programs. The terminal can also be set up to process cheque
authorizations and to prompt for atip entry on a PINPad for both debit and credit
transactions.

3.1: Sandard Features
These features are available for al configurations of the HiSpeed 3100IP.

3.1.1: Menudriven interface

All interaction with the 31001 P takes place through menus, lists and prompts that
appear on the touch screen to guide you through transactions. There's no need to
memorize transaction codes. (However Transelect Admin Codes and the corre-
sponding 31001 P menu can be found in Transelect Code Equivalentsif you wish
to refer to them.)

3.1.2: Screen-Saver Mode

To prolong the life of the touch screen, the screen will go dark after a period of no
activity (i.e. no transactions are processed, and no reports are printed, and no
parameters are configured or changed).

Simply touch the screen to reactivate it and return to the prompt displayed when
the terminal went into screen-saver mode.

IMPORTANT: Itis possible for the terminal to go into screen-
saver mode in the middle of a transaction if the
operator has not responded to a displayed
prompt that does not timeout, e.g. during a Close
Batch.

3.1.3: On-lineHelp System

3100IP'son-line help is available at the touch of a button. Simply press the ? but-
ton on the top-left corner of the touch screen to access information about the
screen you are viewing. Then pressthe ?? button inside the on-line help to access
an index of 3100IP topics and a search screen. See Chapter 10: 31001P Help Sys-
temfor details and instructions.

3.1.4: POSAdministrative Card

The POS Administrative (Admin) Card isrequired for refunds, purchase voids
and configuration functionsif your 31001 P terminal processes Debit transactions.
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Features & Procedures

It allows you and your staff to access various terminal functions and complete var-
ious financial transactions that impact your deposit account.

If your 3100IP terminal processes only Credit transactions, you may not need a
POS Admin Card.

IMPORTANT: You, the merchant, are solely responsible for the
security and care of all your POS Admin Cards at
all times. If your POS Admin Card is lost, stolen
or damaged (or you suspect it may be lost or
stolen), call the Moneris Merchant Service Centre
immediately.

All financial transactions completed with a POS Admin Card are subject to the
guidelines of the Debit Card Merchant Agreement entered into with Moneris. The
Agreement contains important provisions regarding your responsibility for POS
Admin Card security and your liability for financial transactions made with aPOS
Admin Card.

3.1.5: On-screen Calculator

The 31001 P has an on-screen calculator that can perform basic math functions and
has a memory function as well as the ability to paste values into the amount field
in atransaction (See Chapter 11: On-Screen Calculator for detailed information).

3.1.6: Sored Transactions

The 31001 P can store up to 1000 approved Credit and Debit transactionsin its

memory and, if your terminal is configured to process Gift Card transactions, up
to 500 approved Gift Card transactions. These transactions are searchable, allow-
ing you to print reports and reprint receipts in the event of a disputed transaction.

The oldest transaction is dropped once the terminal memory reaches capacity. If
your terminal is replaced, the memory cannot be transferred to the new terminal,
and istherefore lost. Moneris recommends printing alist of all transactions on the
old terminal before disconnecting it then installing the new terminal.

3.1.7: Training Mode

Training mode on the 31001 P enabl es the transaction screens, but does not connect
to the host when you complete a transaction. This allows you and your staff to
practice processing financial transactions without communicating those transac-
tions to the Moneris Host and without affecting your bank account or your cus-
tomer’s bank account. (See Chapter 5: Training Mode for instructions.)

3.1.8: Bilingual Displays and Receipts

The 31001 P terminal displays text in either English or French.

Theinitial message on the PINPad (if a PINPad is attached to the 31001P) is
aways bilingual. The language of the PINPad messages and prompts after the
customer’s card has been swiped will be based on that card’s language code.

16
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Customer and merchant receipts can be printed by the 3100IP in English, in
French or bilingually. If the printer is configured to print separate copies for the
customer and merchant (i.e., two or three copies), the customer receipt languageis
based on the language code on the customer’s card; the merchant receipt language
is based on the current terminal language. If the printer is configured to print only
one copy and the customer’s language code matches the terminal language, the
receipt will be printed in that language. If the customer’s language code does not
match the terminal language, one bilingual receipt will be printed.

3.1.9: Card Number Masking

To reduce the risk of fraudulent card use, only a portion of the cardholder’s card
number is printed on the cardholder’s copy of the receipt. The remainder of the
card number ismasked, i.e., an ‘*’ is printed for each remaining digit in the card
number. Both debit card and credit card numbers are masked.

3.2: Sandard Procedures

These procedures are followed for al configurations of the 31001P.

3.2.1: Terminal Security

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

3.2.2: Disputed Debit Transactions

Do not attempt to resolve or compensate a Cardholder for a disputed Debit trans-
action. Refer the Cardholder to their Financial Institution.

3.2.3: Code 10 Authorization

During atransaction, if you feel that a customer, card or transaction is suspicious
and needs investigating, call the Moneris Authorization Center (see Section 1.3:
Contacting Moneris Solutions for contact numbers) and state that the call isa
Code 10. Thiswill alert the Moneris operator without alarming your custome.
The operator will ask you some “Yes/N0” questions and then provide instructions.

Reasons for calling in a Code 10 include:

» thesignature on the credit card does not seem to match the signature on the
purchase receipt.

» the card appears to have been tampered with.

» thename on the card is inconsistent with the person’s gender.

* the customer is purchasing an unusual number of expensiveitems.

» the customer’s purchases seem randomly selected, with little regard for size,
quality or value.

» the customer seems nervous or signs slowly with uncertainty.
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3.2.4: PAN Fraud Check

To reduce the fraudulent use of credit cards, this security feature prompts you to
key in thelast 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 con-
tained in the card’s magnetic stripe to ensure they match.

3.2.5: Shortcuts

The 31001 P has three Shortcuts that guide you step-by-step through these pro-
Cesses:

» Configuration Shortcut: When you turn on the terminal for the first time,
this shortcut guides you through setting up required functions, inputting
options and testing the peripheral devices as required to complete the basic
configuration and initialization processes. This shortcut is followed immedi-
ately by the Intro Shortcut.

* Intro Shortcut: This one-screen shortcut provides information on the POS
Admin card and instructions on how to access on-line help. It beginsimmedi-
ately after the Configuration Shortcut is complete. You can also start this pro-
cedure from the Administrative Transactions menu.

» End-of-Day: This shortcut takes you through the steps required to processthe
close batch transaction and produce the end-of-day reports to properly close
your terminal. It can be started from the Administrative Transactions menu.

3.2.6: Terminal Display Language

The text on the 3100IP's touch screen can be displayed in English or French.
There are two ways to change the display language from one language to the
other:

* by pressing the Term Lang button if it is available. The display language
changes immediately.
* by pressing the Lang button during a transaction:

» If the PINPad is required during the transaction, the Change Language
prompt appears. Select Change Terminal Language. Theterminal
returns to the screen on which the Lang button was pressed and the termi-
nal display language is now changed.

» If the PINPad is not required during the transaction, the display language
changesimmediately.

Theterminal display language will remain changed until the Lang or Term Lang
button is pressed again, even if the terminal islogged off or powered off.

3.2.7: PINPad Display Language

The text on the pinpad display screen can appear in English or French. The dis-
play language can be changed from one language to the other in two ways:

» by swiping a debit card that has a different language code on its magnetic
stripe.

18
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» by pressing the Lang button during a debit transaction any time after the cus-
tomer’s card is swiped and before the customer finishes entering their
responses. The Change Language prompt appears. Select Change Customer
Language. The pinpad display language changes and the terminal returnsto
the screen on which the Lang button was pressed.

Changes to the pinpad display language only last for the duration of the current
transaction. The next transaction will be displayed in the default pinpad display
language set up during the initial configuration of the terminal.

3.2.8: Pre-Authorization and Advice Transactions

The Pre-Authorization (Pre-Auth) transaction allows you to verify that sufficient
funds are available on a card and to place a hold on those “ open to buy” funds.
This transaction does not result in a charge to the cardholder or a deposit to your
business account until an Advice transaction is processed. Pre-Auth transactions
are most commonly used in hotel, restaurant and car rental environments where
the final amount of the sale is unknown when the card isfirst swiped.

3.2.9: Cancelling a Transaction

To cancel atransaction at any time during the transaction:

1. PressEkxit if available. The Cancelled status prompt appears on the terminal
screen (and the PINPad screen if a PINPad is attached to your terminal).

Note: If the Exit button is not available the transaction cannot be cancelled.

2. If thereceipt or report has begun printing, the text * TRANSACTION CAN-
CELLED * will be printed on the receipt or report.
3. Theldle screen reappears.

3.3: Optional Features

These features may be available on your 31001 P depending on your Configuration
Code and the configuration of your Merchant ID on the Moneris Host. If the fea-
tureisavailable and you wish to useit, you must enable and configure the feature.
If you do not wish to use an enabled feature, you can deactivated it.

3.3.1: 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 Enter
when the prompt appears.

3.3.2. Clerk ID Prompt

This feature enables a prompt to key in the Clerk ID of the terminal operator
whenever atransaction is performed on the 3100IP. This allows you to produce
reports tracking financial totals and number of transactions for each Clerk 1D or
group of Clerk IDs.
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3.3.3: Tip Entry on PINPad

Thisfeature gives your customers the option of adding atip amount to Debit and
Credit purchase transactions on the PINPad before they enter their PIN. It is gen-
eraly used in restaurants.

Note: You must have a PINSmart (eN-Crypt 1200) PINPad attached to your
terminal to process Tip Entry.

3.3.4: TipLineon Credit Card Receipts

Thisfeature gives your customers the option of adding a tip amount to Credit
transactions by indicating the tip amount on the Merchant copy of thereceipt. Itis
traditionally used in restaurants and other service-based businesses.

3.3.5. Personalized Message on Receipts

This feature allows you to configure your 3100IP 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. If the card number and
expiry date are keyed in, the customer’s receipt will match the language on the ter-
minal screen.

3.3.6: Pre-Authorization as Default Transaction

If you operate a car rental business, arestaurant or a hotel, you may wish to have
your ldle screen configured to process Pre-Authorizations rather than Purchase
transactions. This feature must be set at the Moneris Host and is downloaded to
your terminal during Initialization. To change it, please contact your Moneris
sales representative.

3.3.7: Third Party Credit Transactions

This features enables your 3100IP to process Third Party Cards (e.g., JCB and
Diners Club / enRoute). Contact your Moneris sales representative for further
details.

3.3.8: PrivateLabe Cards

Use this feature to offer your customers a credit card that can be used exclusively
in your store(s). Depending on the program you create with the Private Label card
I ssuer, you can process standard financial transactions, Payment and Payment
Void transactions, and Instant Credit Applications as well as produce reports of
your Private Label transactions.

3.3.9: Cheque Authorization

Thisfeature allows you to give your customers the option of paying with a chegque
while reducing your risk of accepting an NFS chegque. Use the 31001 P terminal to
connect to a cheque authorization service and obtain approval using your cus-
tomer’sdriver’slicense or credit card.
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3.3.10: Purchasing Cards

Purchasing cards are a special type of credit card that provide enhanced reporting
datato help customers with cost allocation, tax compliance and account reconcili-
ation.

If thisfeatureis enabled on your terminal, the terminal will prompt for a Customer
Reference Number and tax amounts for each Purchasing Card transaction and will
print the reference number and tax amounts on the receipt. The reference number
and tax amounts will also appear on the customer’s monthly statement from the
Purchasing Card provider.

3.3.11: Gift Cards

Use this feature to allow your customers to use Gift Cards to make purchasesin
your place of business. Gift Cards are plastic cards that can be used as gift certifi-
cates. The customer purchases a gift card with a specified value on it and then
uses that card instead of cash or acredit or debit card. Gift Cards must be acti-
vated before they can be used and the customer can do a balance inquiry using
your terminal to determine how much value is left on the card.

Gift Card programs currently supported on the 31001 P terminal include ERNEX
and ValueLink. Contact your Moneris sales representative for further details on
these programs.

3.3.12: Loyalty Programs

Use this feature to offer your customers the opportunity to collect points on aloy-
aty card based on the dollar value of purchases they make. Some programs also
provide points based on the purchase of specific items or incentive calculations
that can be implemented for a specific time period.

The AIR MILES program is currently supported on the 31001 P. Contact your
Moneris sales representative for further details on this program.

3.3.13: Clerk Subtotalling

Thisfeature provides you with the option of obtaining Subtotalsfor oneclerk or a
group of clerks on one or more terminals. Clerk IDs must be enabled and entered
during transactions in order to use Clerk Subtotalling.

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

3.3.14: Terminal ID

If you have multiple 3100IP terminals operating in one location, you can use this
feature to identify individual terminals with unique IDs.
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3.3.15: Balanced Prompt

Use this feature to have the 31001 P check itsterminal totals against the totals on
the Moneris Host during a Close Batch transaction to ensure they match. If they
do not match, the terminal will notify you and print “BAL - NO” on the Close
Batch report. It is used solely for your in-house record keeping and is not reported
to the Moneris Host.

3.4: Optional Procedures

3.4.1: Group Clerk Subtotals Reporting

Clerk IDs are defined as a Group (GRP) when they share up to five common start-
ing characters (a Pre-fix). For example, Clerk IDs 1, 12 and 134 can be entered as
a Group with the Pre-fix 1. When performing reports, all Clerk IDsthat begin with
the number 1 are reported as a Group.

3.4.2: Multi-Terminal Reporting

This function allows you to perform the Close Batch, the Deposit Totals or both
functions on all terminals or a group of terminals associated with the same mer-
chant number from one of the terminals. For example, if you have 15 terminals
associated with your merchant number, you simply perform the multi-terminal
reporting function on one of the 15 terminals and the Close Batch and Deposit
Totals functions are performed on all 15 terminals at the sametime.

The reports provide totals by card type from the Moneris Host and by terminal or
group of terminals.

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

This function does not compare totals stored in the terminal memory to totals
stored on the Moneris Host (unlike the standard Close Batch transaction). There-
fore, ensure your receipts balance to the total of your Multiple Terminal Report.

3.4.3. End-of-Day Shortcut

This shortcut takes you through your end-of-day procedures based on your termi-
nal’s configuration. End-of-day procedures include printing a Current Batch
Totalsreport from all configured Hosts, closing your current batch of transactions,
and obtaining the number and dollar value of Debit and Credit transactions saved
in the 31001 P's memory since the last batch was closed.
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Chapter 4. Configuring Your Terminal

Before you begin using your 31001 P terminal to process transactions, you must
power up your terminal and then configure it, inputting any special values and
parameters needed for the options you wish to use.

4.1: Powering Up the 31001 P

The 31001 P terminal does not have an ON/OFF switch. To turn on the terminal,
simply plug it into a power outlet as outlined bel ow.

1

2.

Insert the smaller end of the 3100IP terminal’s power cord into the terminal’s
POWER 24DV C 2A port.
Insert the other end into a power outlet. The Loading status message appears
on the terminal’s touch screen with alist of the hardware version, the system
software and the application softwarein use.
The terminal displays Please Wait/Attendre SVP while it performs a self-test,
then displays Moneris #### (‘####" isthe Moneris Debit/Credit software ver-
sion number) when the self-test is complete.
If thisisthefirst time you have turned on the 3100IP:

» the Configuration Shortcut will begin.
If you have already configured your terminal and are NOT logged on:

» theldle screen will appear with the prompt Ready Please Logon
If you have aready configured your terminal and are logged on:

» theldle screen will appear.
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4.2. Configuration Shortcut

This shortcut guides you through setting up required functions, inputting options
and testing the peripheral devices, and is followed by the Introduction Shortcut.

On-lineHelp in the Shortcut

The Help Topics menu in the 31001P Help System is avail able from within the
Shortcut any time the ? or ?? button is enabled and at the beginning of each step
in the shortcut.

4.2.1: Following the Configuration Shortcut

Follow these steps to proceed through the Shortcut to set up required functions,
test the peripheral devices and input options:

1. Power up the terminal and wait for the Help screen to appear describing how
to use the Shortcut.

2. PressExit to continue the Shortcut. The Enter Configuration Code prompt
appears.

3. Key inthe Configuration Code (found in Section 1.2: Merchant and Terminal
Information) and press Enter.

Note: To enter the“ *” character in the Configuration Code, press 123. The
Numeric with Punctuation keypad will appear. Press the * button. The
“* will appear in the text box. Press ABC to return to the
Alphanumeric keypad and continue entering the Configuration Code.

Note: If you are using Ethernet communications, you will NOT have a
Configuration Code. Go to Section 4.2.3: EXiting the Shortcut to
continue configuring the terminal.

The printer test message appears.

4. Theterminal and any attached devices are tested in the following order:
e theprinter
* the POS Admin Card (if your terminal configuration includes this)
» the PINPAD (if your terminal will process Debit cards)
»  Communications method (as identified in your configuration code)

a. You may be prompted to enter information for the devices asthey are
tested. Follow the prompts and key in the requested data.

b. If the device's configuration is valid, the terminal displays Device OK for
three seconds and then a Help screen appears describing the next device
test or, if al devices have been tested, the configuration types available.

Note: If any of the peripheral device testsfail, a Help screen will appear

suggesting possible problems and solutions. Press Exit to return to the
shortcut where you will be prompted to retry the test.

c. PressExit to continue the shortcut.

5. The Select Configuration Type? prompt appears.
Note: You will need to key in your Merchant ID Number and the Moneris Host

telephone number during this portion of the configuration. See Section
1.2: Merchant and Terminal Information for these numbers.
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» If you wish to be prompted to configure each parameter or if you will
be processing Purchasing Card transactions, select Recommended.
Goto step 6.
* If not, select Minimum. The General Parameters menu appears.
- Select each parameter individually and key in the settings. When the
parameters are configured, press Exit on the General Parameters
menul.
OR
- If you wish to use the default settings for all parameters, ssimply
press Exit on the General Parameters menu.
Goto step 7.
6. If you selected Recommended at the Select Configuration Type? prompt, the
following prompts appear (the default settings are bolded):
a. Balanced Prompt? on Close Batch Report: Yesor No
b. Number of Receipt Copies?: 1, 2 or 3
C. Audible Key Click?: Yesor No
d. Trailer Message?: Yesor No. If Yes:
- Enter English Trailer Message
- Enter French Trailer Message

€. Purchasing Card On?: Yesor No. If Yes:
- Sales Tax Type?: GST-only, GST & PST, GST & QST, HST
- Merchant GST Number
- Merchant PST (or QST) Number if required

f. Enter Merchant ID (see Section 1.2: Merchant and Terminal Information)
g. Enter Initialization Phone Number (see Section 1.2: Merchant and Terminal
I nformation)
7. When the parameters have been set up, theterminal displays Host Initialization
while it performs an Initialization transaction.
» If your terminal is configured to process Debit transactions, the
Logon Swipe Admin Card prompt appears.
» If your terminal is configured to process only Credit transactions, go
tostep 9.
8. Swipe your POS Admin Card.
9. Theterminal displaysthe status prompt Logon whileit communicates with the
Moneris Host and logs the terminal on to the Host.
10. The Introduction Shortcut appears. Read the shortcut then press Exit. The Are
you participating in an ERNEX Electronic Marketing program? prompt
appears.
11. If you are registered with ERNEX to provide ERNEX Gift Cards, select Yes.
a. The Enter ERNEX Terminal ID prompt appears. Key in the ERNEX Termi-
nal ID provided to you by ERNEX and press Enter.

b. Thetermina communicates with the ERNEX Host in order to initialize the
terminal on the ERNEX Host.

OR

If you are not registered with ERNEX, select No.

12. The Idle screen appears.

Theterminal is now ready to begin processing transactions.
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4.2.2: Restarting the Shortcut

While the Shortcut isin progress, you can restart the Shortcut at any time:

1. PressRestart inthetop right corner of the screen. The prompt Restart Short-
cut? will appear.

2. Select Yes to reboot the terminal and return to the beginning of the shortcut
OR
Select No to return to the screen on which you pressed Restart.

4.2.3: Exiting the Shortcut

You can exit the Shortcut at any time:
1. PressExit until the Abandon Shortcut? prompt appears.

IMPORTANT: If you abandon the Shortcut, you will not be able
to return to it. In order to complete the terminal
setup you will have to access the Terminal
Configuration menu and select each parameter
individually to key in the settings.

2. Select Yes to exit the Shortcut permanently and return to the Idle screen. The
prompt Please Complete Terminal Set Up will appear on the Idle screen.

Completing the Shortcut After Exiting
In order to complete the terminal setup, you will need to:

Press Menu.

Press Config. The Terminal Configuration menu appears.

Select General Parameters.

Select each parameter individually and key in the settings.

Press Exit on the General Parameters menu.

If you wish to configure Cheque Authorization, Purchasing Cards, Third

Party Hosts, Third Party Cards, loyalty programs or reward programs:

select the list item from the Terminal Configuration menu and key in the set-

tings.

7. PressAdmin. The Administrative Transactions menu appears.

Select Host Initialization. The Enter Merchant ID prompt appears.

9. Keyinyour Merchant ID and press Enter. The Enter Initialization Phone
Number prompt appears.

10. Key inthe Moneris Host phone number (see section 1.2: Merchant and Termi-
nal Information) and press Enter. The terminal communicates with the Mon-
eris Host then the Ready Please Logon prompt appears.

11. PressMenu. The Administrative Transactions menu appears.

12. Select Logon.

* |If your terminal is configured to process Debit transactions, the
Logon Swipe Admin Card prompt appears.

o g~ wbdpE

©
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» If your terminal is configured to process only Credit transactions, go
to step 14.

13. Swipe your Moneris POS Administrative Card.
14. The terminal communicates with the Moneris Host then the Idle screen

appears.

The 3100IP terminal is now ready to process transactions.

4.3: Intro Shortcut

The Intro Shortcut consists of one screen that provides information on the Mon-
eris POS Administrative card (known as the POS Admin card) and instructions on
how to access the On-line Help. It appears immediately after the Configuration
Shortcut is complete. It can also be accessed from the Administrative Transac-
tions menu.

To access the Intro Shortcut, from the Idle screen:

1
2.
3.

S

Press Menu. The Financial Transactions menu appears.

Press Admin. The Administrative Transactions menu appears.

Select Intro Shortcut. The Intro Shortcut will appear in the On-line Help
screen.

Press ¥ (the down arrow) to scroll through the text.

Press Exit to return to the Idle screen.
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4.4: The Terminal Configuration Menu

The Terminal Configuration Menu containsalist of parameters and programs that
can be enabled and configured on the 31001 P terminal.

IMPORTANT: A number of these programs require agreements
between the merchant and a service provider
other than Moneris Solutions. Please ensure that
the necessary agreements are in place before
attempting to configure those programs on the

terminal.

The parameters and programs are listed in 31001 P Configuration Parametersin the
order they appear on the Terminal Configuration menu with the section in this

manual that describes them.

Table 1: 31001 P Configuration Parameters

TERMINAL CONFIGURATION
PARAMETER

REFER TO SECTION #

General Parameters

4.5: General Parameters

Dial Communications

4.7: Communications Parameters

Clerk Subtotalling

A.1: Clerk Subtotalling Configuration

Multi-terminal Report Setup

B.1: Configuration

Set Default Clerk ID

A.1: Clerk Subtotalling Configuration

Clerk ID Maintenance

A.1: Clerk Subtotalling Configuration

Enter Training Mode

5.1: Enter Training Mode

Print Configuration

4.11: Printing Configuration Parameters

Cheque Authorization

G.1: Configuration

Purchasing Card

E.1: Configuration

Third Party Host

F.1.1: Third Party Host

Third Party Card

F.1.2: Third Party Card

Screen Control

4.6.1; Screen Control

Printer Control

4.6.2: Printer Control

Gift Card Configuration

H.2: Terminal Configuration for ValueLink

Remote Code Download

4.12: Remote Code Download

Restore Factory Defaults

4.13: Restoring Factory Defaults

Reward Program

J.1: AIRMILES Configuration

ERNEX Configuration

I.2: Ernex Configuration
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45: General Parameters

Some General Parameters are not configured during the Configuration Shortcut.
You must enable each of them individually if you wish to use them. They are:

Enable Tip Entry (see Appendix D: Tip Entry on PINPad Transactions)
Pre-Auth Tip Line (see Section 4.5.1: Receipt Format)

Credit Signature Line (see Section 4.5.1: Receipt Format)

Invoice Numbers (see Section 4.5.2: Additional 31001P Prompts)

45.1. Receipt Format

Thisincludes adding a pre-authorization tip line and a signature line on Credit
Card transaction receipts, setting the number of receipt copies printed and printing
English and French trailer messages on all receipts.

From the General Parameters menu:

1
2.

w

Select Pre-Auth Tip Line. The Pre-Auth Tip Line? prompt appears.

Select Yes to print aline on the receipt for the customer to indicate atip
amount on pre-authorized Credit Card and Third Party Card transactions. The
General Parameters menu reappears.

Select Credit Signature Line. The Credit Signature Line? prompt appears.
Select Yes to print aline on the merchant copy of the receipt for the card-
holder’s signature for Credit Card and Third Party Card transactions. The
General Parameters menu reappears.

Select Number of Receipt Copies. The Number of Receipt Copies? prompt
appears. If you select:

e 1 Copy, only one copy will be printed.

» 2 Copies, thefirst copy will have “Merchant Copy” printed on it, the
second copy will have “Cardholder Copy” printed onit.

* 3 Copies, thefirst copy will have “Merchant Copy” printed on it, the
second copy will have “Cardholder Copy” printed on it, the third
copy will have “Duplicate” printed on it.

The General Parameters menu reappears.

Select English Trailer Message to key in text to appear at the bottom of any
cardholder receipts printed in English. The Enter English Trailer Message
prompt appears with an uppercase al phabetic keypad.

Key in the trailer message (5 lines of 40 characters each; max. 200 charac-
ters); it will appear in the edit box above the keypad. Press Enter when you
have completed keying the trailer message. The General Parameters menu
will reappear.

Note: Press Space to key in spaces between words and fill the remainder of a
line.
Do NOT press Enter to move the cursor to the next line. The trailer
message text in the edit box will be bumped down to the next line
automatically.
Press abc to display a lowercase alphabetic keypad.
Press 123 to display a numeric keypad.
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8.

10.
11

Select French Trailer Message to key in text to appear at the bottom of any
cardholder receipts printed in French. The Enter French Trailer Message
prompt appears with an uppercase alphabetic keypad.

Key in the trailer message (5 lines of 40 characters each; max. 200 charac-
ters); it will appear in the edit box above the keypad. Press Enter when you
have completed keying the trailer message. The General Parameters menu

will reappear.

Note: Press Space to key in spaces between words and fill the remainder of a
line.
Do not press Enter to move the cursor to the next line. The trailer
message text in the edit box will be bumped down to the next line
automatically.
Press acé to display a keypad of accented characters.
Press abc to display a lowercase al phabetic keypad.
Press 123 to display a numeric keypad.

Select Enable Trailer Message. The prompt Trailer Message? appears.
Select Yes to enable the Trailer Message that has been keyed in (or both if
both English and French Trailer Messages have been keyed in).

4.5.2: Additional 31001 P Prompts

Thisincludes displaying a prompt for Invoice Number input during most financial
transactions (except Gift Card refunds, refund voids, activations, activation voids,
balance transfers and cash outs) and displaying areminder during the Close Batch
transaction to check that the host totals and terminal totals match.

From the General Parameters menu:

1

2.

Select Invoice Numbers. The Invoice Numbers? prompt appears. The default
isNo.

Select Yes to have the Enter Invoice Number prompt appear during financial
transactions

OR

Select No to keep the prompt from appearing.

The General Parameters menu reappears.

Select Balanced Prompt. The Balanced Prompt? prompt appears. The
default isNo.

Select Yes to have the Are Totals Balanced? prompt appear during the Close
Batch transaction

OR

Select No to keep the prompt from appearing.

The General Parameters menu reappears.
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4.6: Other Configuration Parameters

The following parameters are not configured during the Configuration Shortcut.
You must enable each of them individually if you wish to use them. They are
accessed viathe Terminal Configuration Menu.

Note: The Swipe Admin Card prompt may appear when you attempt to
change a parameter if your terminal:
- processes Debit Cards
OR
- processes only Credit Cards and requires extra security.

4.6.1: Screen Control

Use this function to adjust the screen contrast if the screen istoo dark or too light
and recalibrate the touch screen.

Change Screen Contrast
From the Idle screen:

1. PressMenu. TheFinancial Transactions menu appears.

2. PressConfig. The Terminal Configuration menu appears.

3. Scroll down and select Screen Control. The Swipe Admin Card prompt

appears.

Swipe the POS Admin Card. The Screen Control prompt appears.

5. Select Contrast. The Contrast prompt appears with 20 options, 1 representing
Low contrast and 20 representing High contrast. The current contrast level
appearsin white text on a black item.

6. Selectthecontrast level listitem that represents the contrast level you want on
the touch screen and press Enter. Theterminal displays Please Wait while the
new setting is saved.

7. When the setting is saved the Screen Control prompt reappears.

8. PressExit to return to the Terminal Configuration menu.

e

Change Screen Alignment
From the Idle screen:

1. PressMenu. The Financial Transactions menu appears.

2. PressConfig. The Terminal Configuration menu appears.

3. Scroll down and select Screen Control. The Swipe Admin Card prompt

appears.

Swipe the POS Admin Card. The Screen Control prompt appears.

Select Alignment. The Touchscreen Calibration process prompts you to

Touch Point #_ on the screen.

6. Touch each square on the screen as accurately as possible in the order they
appear. When you have touched all four points, the terminal displays Please
Wait while the new setting is saved.

S
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7.

When the Calibration is setting is saved, the terminal displays either Calibra-
tion Successful or Calibration Failed for three seconds then the Screen Control
prompt reappears.

Press Exit to complete the screen configuration. The Terminal Configuration
menu reappears.

4.6.2: Printer Control

This function allows you to test the printer density settings and select the setting
you prefer.

From the Idle screen:

1
2.
3.

e

Press Menu. The Financial Transactions menu appears.

Press Config. The Terminal Configuration menu appears.

Scroll down and select Printer Control. The Swipe Admin Card prompt
appears.

Swipe the POS Admin Card. The Printer Density prompt appears.

Select the option you prefer. The default is Medium. The printer will print a
single line at the density you selected.

Press Enter to select that printer density. The Terminal Configuration menu
reappears.
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4.7: Communications Parameters

Use the General Parameters function to reconfigure the communication properties
From the Idle screen:

1. PressMenu. The Financial Transaction menu appears.

2. PressConfig. The Terminal Configuration menu appears.

3. Select General Parameters. The General Parameters menu appears.
4. Select the parameter you would like to change.

4.7.1: Communications Type

When deciding on the type of communication your terminal (s) will use to commu-
nicate with the Moneris Host, refer to Table 2: Applications Supported by Com-
muni cation Type to confirm that the third party applications you wish to enable are
available over the communication type you wish to use.

Table 2: Applications Supported by Communication Type

PUBLIC INTERNET PRIVATE INTERNET
APPLICATIONS ?E(I)iL ﬁioNl STAND. | LAN/ LAN /
ALONE | MULTIPLE | STAND-ALONE | MULTIPLE
TERMINALS TERMINALS
Debit/Credit X X X X X X
Ernex X X X X X X
ValueLink X X X X X X
AIR MILES X X X X X X
Private Label X X X X X X
Via B24 HOST

To select the communication type:
From the General Parameters menu:

1. Select Communications Type. The Communications Type? prompt appears.

2. Select the communication type your 3100l P uses to communicate with the
Moneris Host.

» If you select Dial, the General Parameters menu reappears with list items 2
through 6 disabled. Go to section 4.8: Dial Communications Parameters.

» If you select LAN, the General Parameters menu reappears with LAN Mas-
ter Terminal, LAN Address and 3201 Poll Code enabled. Go to section
4.9.1: Configure Terminal as LAN master station OR 4.9.2: Configure Termi-
nal as LAN slavein section 4.9: LAN Communication Parameters.

* |If you select Ethernet:

» |If changing to Ethernet from another type of communication, the
Ethernet Setup menu appears automatically.
» |If Ethernet was already selected, the General Parameters menu
appears. Scroll down and select Ethernet Setup.
Go to 4.10: Ethernet Communication Parameters.
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4.8: Dial Communications Parameters

If your terminal will being communicating with the Moneris Host over a standard
analog line, you will need to set up these parameters.

WARNING: DUE TO DATA SECURITY ISSUES, TERMINALS
USING DIAL COMMUNICATIONS MUST USE A TRUE
ANALOG PHONE LINE CONNECTING TO A PUBLIC
SWITCHED TELEPHONE NETWORK. ANALOG
TELEPHONE ADAPTORS (ATAS) AND DIGITAL
PHONE SERVICE OVER IP COMMUNICATIONS MUST
NOT BE USED AS AN ALTERNATIVE TO DIAL
COMMUNICATIONS.

This process sets up al the parametersin the order they are listed in on the Dial
Communications Setup menu.

If the parameter’s default value displayed on the Dial Communications Setup
menu is acceptable, you do not need to access that prompt. Simply select the next
list item that needs to be changed.

If you access a prompt and decide to keep the default value, ssmply press Enter to
keep that value and return to the Dial Communications Setup menu.

From the | dle screen:

1. PressMenu. The Financial Transactions menu appears.
2. PressConfig. The Terminal Configuration menu appears.
3. Select General Parameters. The General Parameters menu appears.
4. Ensurethat Dial is selected as the communications type:
a. Select Communications Type. The Communications Type menu
appears.
b. Select Dial. The General Parameters menu reappears.
C. PressExit. The Terminal Configuration menu reappears.
5. Select Dial Communications. The Dial Communications Setup menu
appears with alist of parameters and their current values.
6. To changethe PBX Prefixesfor the seven-digit local tel ephone number and
the ten-digit long distance telephone number to the Moneris host:

Note: These fields are optional.

a. Select Local PBX Prefix. The Enter Local PBX Prefix prompt appears.
b. Keyintheloca PBX prefix (min. 1 digit, max. 20 digits, e.g. 9) and press
Enter. The Dial Communications Setup menu reappears.
» If youwishtoforcetheterminal to use pulse dialling, pressthe Pulse
Dial button to enter a“P’ before the prefix.
c. Select Long Dist PBX Prefix. The Enter Long Distance PBX Prefix prompt
appears.
d. Key inthelong distance PBX prefix (min. 1 digit, max. 20 digits, eg. 1
800) and press Enter. The Dial Communications Setup menu reappears.
* If youwishtoforcetheterminal to use pulse dialling, pressthe Pulse
Dial button to enter a“P’ before the prefix.
7. To change the modem speed for the primary and backup lines:

34

MonerisHiSpeed 3100IP Merchant Operating Manual V1.03.4



Configuring Your Terminal

a. Select Primary Line Speed. The Primary Line Speed? prompt appears.
b. Select thelist item with the appropriate Baud rate. The default is 1200
Baud. The Dial Communications Setup menu reappears.
c. Select Backup Line Speed. The Backup Line Speed? prompt appears.
d. Select thelist item with the appropriate Baud rate. The default is 1200
Baud. The Dial Communications Setup menu reappears.
8. To set theterminal to check or not check that the phone lineis available
before attempting to dial out:
a. Select Line Available Check. The Line Available Check? prompt appears.
b. Select the appropriate list item:
» Select Yes to force the terminal to check that the line is available
before dialing out.
» Select No to set the terminal to begin dialling without checking.
The Dial Communications Setup menu reappears.
9. To change how quickly the tones are dialled (if you are using tone dialling
rather than pulse dialling):
a. Select Tone Dial Speed. The Tone Dial Speed? prompt appears.
b. Select thelist item with the appropriate dial speed. The default speed in 10
dps. The Dial Communications Setup menu reappears.
10. To change the number of secondsthe dial tone must be present before the con-
nection is determined to be successful:
a. Select Stabilization Timer. The Enter Stabilization Timer prompt appears
with akeypad.
b. Key inavaue (min. 0.25, max. 5.00 seconds) and press Enter. The default
is0.25 seconds. The Dial Communication Setup menu reappears.
11. To determine whether the terminal monitors the modem-to-host connection
process:
a Select Call Progress Check. The Call Progress Check? prompt appears.
b. Select the appropriate list item. The default is Yes.
» Select Yes to monitor the modem-to-host connection process.
» Select No if the phone environment is noisy.
The Dial Communications Setup menu reappears.
12. To change the modem to communicate with standard or noisy phone lines:
a. Select Modem Configuration. The Modem Configuration prompt appears
with five options.
b. Select the appropriate list item. The default setting is 1 for standard phone
lines. Settings 2 through 5 are for progressively noisier phone lines. The
Dial Communications Setup menu reappears.
13. Press Exit to return to the Terminal Configuration menu.
14. Press Exit. The Idle screen appears.

Theterminal is once again ready to communicate with the Moneris Host.
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4.9: LAN Communication Parameters

You must set up one 31001P terminal inthe LAN asaLAN Master station and the
remaining terminalsin the LAN as LAN slavesin order to allow the terminals to
communicate with the Moneris Host over a 3201-based LAN connection.

4.9.1: Configure Terminal asL AN master station

From the Idle screen:

1

2.
3.
4

8.
9.

Press Menu. The Financial Transactions menu appears.
Press Config. The Terminal Configuration menu appears.
Select General Parameters. The General Parameters menu appears.
Ensurethat LAN is selected as the communications type:
a. Select Communications Type. The Communications Type menu
appears.
b. Select LAN. The General Parameters menu reappears.
C. PressExit. The Terminal Configuration menu reappears.
To identify thisterminal as the master terminal:
a. Select LAN Master Terminal. The Testing LAN for Activity prompt appears
while the terminal checksthe LAN port for activity.
» If theport is active, the LAN Master Station? prompt appears.
» If thereisno activity on the port, the No Poll Received message
appears on the screen, then the General Parameters menu reappears.

Note: Check that the communication cable is connected to the correct port on
the 31001 P terminal and try the configuration again.

b. Select Yes to set thistermina asthe Master terminal. The LAN Address
parameter is automatically set to “20” and the prompt Please Wait appears
while the terminal checks for the eN-LAN 2000 version.

¢. When the terminal receives the eN-LAN 2000 version number, it displays
the version number on the screen, eN-LAN 2000 Ver. #.##, for three sec-
onds then the General Parameters menu reappears.

To key in the total number of terminalsin the LAN:

a. Select No. of LAN Terminals. The Number of LAN Devices prompt
appears with a numeric keypad.

b. Key inthetotal number of terminalsincluding the master terminal (min. 1,
max. 16) and press Enter. The General Parameters menu reappears.

To key in the poll code for thisterminal:

a. Select 3201 Poll Code. The Enter Datapac 3201 Poll Code prompt appears
with an alphanumeric keypad.

b. Key in thetwo-digit Poll Code and press Enter. The terminal tests the Poll
Code.

The General Parameters menu reappears.

Press Exit to return to the Terminal Configuration menu.
Press Exit. The Idle screen appears.

Theterminal is now ready to communicate with the Moneris Host over a 3201-
based LAN connection.
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4.9.2: Configure Terminal asLAN save

You must set up one 3100IP terminal asaLAN Master station before you can set
up any terminalsas LAN daves.

From the General Parameters menu:

1. Ensure the Communications Type parameter display says LAN and LAN Mas-
ter Terminal says No.

2. Select LAN Address. The Enter LAN Address prompt appears with an apha
numeric keypad.

3. Keyinthetwo-digit LAN address and press Enter. The Testing LAN for activ-
ity prompt appears while the terminal checksthe LAN port for activity, then
the General Parameters menu reappears.

4. PressExit toreturn to the Terminal Configuration menu.

5. PressExit. The Idle screen appears.

Theterminal is now ready to communicate with the Moneris Host over a 3201-
based LAN connection.

4.10:Ethernet Communication Parameters

If your terminal will be communicating with the Moneris Host over an Ethernet
connection, these parameters must be set up. A Moneris Installer will walk you
through the terminal set up.

There are two different methods of communication that can be used to send and
recelve transactions from the Moneris Host over an Ethernet connection:

» Public Internet with service provided by an ISP (merchant is responsible for
sourcing this service).
» Private Internet with MPLS service provided by Moneris

The 31001 P can operate as a standalone terminal connected directly to the service
provider or can be connected to a LAN with a central hub, switch or router which
is then connected to the service provider. Specifications for the configuration of a
physical Ethernet LAN network are provided in Moneris Solutions Ethernet Net-

work Wiring Specifications.

To enable the 31001 P to communicate using an Ethernet connection you must:

1. Configure the terminal communication settings. See section 4.10.1; Terminal
Configuration.

2. Enter the Moneris Host information. See section 4.10.5: Host |IP Parameters.

3. Thetermina displays Please Wait while it attempts to communicate then the
TCP Host Connection OK prompt appears and the terminal returns to the
General Parameters menu.
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4.10.1: Terminal Configuration

The Ethernet parameters must be configured on each terminal individually: some
must be manually entered, some can be detected automatically by the terminal. A
Moneris Installer will walk you through the terminal configuration.

On the 31001 P terminal there are two ethernet types for assigning the Internet set-
tings:

* Dynamic
+ Static

To determine how the terminal address information is assigned to your termi-
nal(s), go to the appropriate table below (Table 3: for Public Internet, Table 4: for
Private Internet). On the table, locate your ethernet type (Dynamic or Static) and
POS configuration (Standalone or LAN), to determine how the terminal address
values are entered, who provides the values, and which section of this manual
contains the appropriate terminal configuration instructions.

Table 3: Terminal Address Information Assignment - PUBLIC INTERNET

EEAEA;QNNAELT STANDALONE LAN -
TERMINAL MULTIPLE TERMINALS *
TYPE
» terminal detects values « terminal detects values
automatically from ISP automatically
e Merchant's ISP determines | « Merchant’s corporate IT
D . the values team determines the val-
yhamic » see Section 4.10.2: for ter- ues
minal configuration instruc- | « see Section 4.10.2: for ter-
tions minal configuration instruc-
tions
¢ values must be entered ¢ values must be entered
manually manually
e Merchant's ISP determines | « Merchant’s corporate IT
Static the values team determines the val-
» see Section 4.10.3: for ter- ues
minal configuration instruc- | « see Section 4.10.3: for ter-
tions minal configuration instruc-
tions

* |t is possible to have 31001 P terminals using Dynamic setup and 31001 P termi-
nals using Static setup on the same LAN.
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Table 4:

Terminal AddressInformation - PRIVATE INTERNET

TERMINAL
ETHERNET
TYPE

STANDALONE TERMINAL

LAN -
MULTIPLE TERMINALS *

Dynamic

e terminal detects values
automatically from service
provider

¢ Merchant’s service provider
determines the values

« see Section 4.10.2: for ter-

minal configuration instruc-
tions

« terminal detects values
automatically

¢ Merchant’s corporate IT
team determines the val-
ues

» see Section 4.10.2: for ter-
minal configuration instruc-
tions

Static

* values must be entered

manually

¢ Merchant’s service provider

determines the values

« see Section 4.10.3: for ter-

minal configuration instruc-
tions

¢ values must be entered
manually

¢ Merchant’s corporate IT
team determines the val-
ues

» see Section 4.10.3: for ter-
minal configuration instruc-
tions

* |t is possible to have 31001 P terminals using Dynamic setup and 3100IP termi-
nals using Static setup on the same LAN.

4.10.2: Dynamic Address Assignment

From the Ethernet Setup menu:

1. Select Ethernet Type. The Ethernet Type menu appears.
2. Select Dynamic. The Ethernet Setup menu reappears.
3. The DNS addresses (both Primary and Secondary) will be picked up automat-

ically.

Note: If the automatic address assignment fails, enter the addresses manually
following the instructionsin step 4. of section 4.10.3: Satic Address
Assignment.

4. Configure the Moneris Host information on the terminal. See section 4.10.5:
Host |P Parameters.

Note: If the terminal is configured for Public Internet, use the default values
that appear in the Moneris Host IP parameters. Do not change the
Moneris Host IP parameters.
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4.10.3: Satic Address Assignment

From the Ethernet Setup menu:

1
2.
3.

Select Ethernet Type. The Ethernet Type menu appears.

Select Static. The Ethernet Setup menu reappears.

Enter the terminal’s | P settings:

a. Select Static IP Settings. The Static IP Settings menu appears.

b. Select Terminal Address. The Terminal Address prompt appears.

c. Key inthe Termina Address (min. 1, max. 15 aphanumeric characters)
and press Enter. The Static IP Settings menu reappears.

d. Select Terminal Mask ID. The Terminal Mask ID prompt appears.

e. Key inthe Termina Mask ID (min. 1, max. 15 a phanumeric characters)
and press Enter. The Static IP Settings menu reappears.

f. Select Terminal Gateway. The Terminal Gateway prompt appears.

g. Key inthe Terminal Gateway (min. 1, max. 15 alphanumeric characters)
and press Enter. The Static IP Settings menu reappears.

h. Press Exit. The Ethernet Setup menu reappears.

Manually enter the DNS Addresses:

a Select DNS Address. The DNS Address menu appears.

b. Select Primary DNS Address. The Primary DNS Address prompt appears.

c. Key inthe Primary DNS Address (min. 1, max. 15 alphanumeric charac-
ters) and press Enter. The DNS Address menu reappears.

d. Select Secondary DNS Address. The Secondary DNS Address prompt
appears.

e. Key inthe Secondary DNS Address (min. 1, max. 15 a phanumeric charac-
ters) and press Enter. The DNS Address menu reappears.

f. PressExit. The Ethernet Setup menu reappears.

Configure the Moneris Host information on the terminal. See section 4.10.5;

Host |P Parameters.

Note: If the terminal is configured for Public Internet, use the default values
that appear in the Moneris Host IP parameters. Do not change the
Moneris Host | P parameters.

4.10.4: Other Ethernet Parameters

Thefollowing Ethernet parameters appear on the Ethernet Setup menu. Do NOT
alter their settings from the default values unlessinstructed to do so by a Moneris
support specialist.

Ping

Connection Timeout
Ethernet Mode

Retry TCP Connect Interval
Enable Error Report
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4.10.5: Host | P Parameters

The Moneris Host | P parameters must be entered manually on each terminal indi-
vidually. A Moneris Installer will walk you through the Moneris Host | P parame-
ter configuration on the terminal.

Note: If the terminal is configured for Public Internet, use the default values
that appear in the Host IP parameters. Do not change the Host 1P
parameters.

There are four IP parameters. Refer to Table 5: Host 1P Information Required on
the Terminal below to determine which parameters must be entered on your termi-
nals according to your I P set up.

Note: Thefirst two parameters, Host IP Address and Host |P Name, are
mutually exclusive. You can only enter one or the other.

Table5: Host | P Information Required on the Terminal

HOST IP INFO PUBLIC INTERNET PRIVATE INTERNET

ON TERMINAL REQUIRED? | VALUE REQUIRED? | VALUE

One of: provided by Moneris provided by Moneris
* HostIP Address * | Yes during terminal Yes during terminal

* Host IP Name installation and installation and
Host Port Number ** | Yes training Yes training

SSL Yes Yes DO NOT USE | No

* |P Address example: ##f i M AH# (min.7, max. 30 aphanumeric charac-
ters)

**  Port Number example: #### (min. 1, max. 3 numeric characters)

Note: If your firewall is not open for traffic on the Moneris Host port number,
changes may be required to your firewall to accommodate this
parameter.

4.10.6: Entering Host Parameters by Host Name

From the Ethernet Setup menu:

1. Select Host Info. The Swipe Admin Card prompt appears.
2. Swipethe POS Admin Card. The Host Info menu appears.
3. Enter the Moneris Host IP locator:
a. Select Host Entry. The Host Entry menu appears.
b. Select By Name to enter the Moneris Host |P Name. The Host Info menu
appears.
C. Select Host Name. The Host Name prompt appears.
d. Key inthe Moneris Host |P Name (provided by Moneris; min.1, max. 30
aphanumeric characters) and press Enter. The Host Info menu reappears.
4. Enter the Moneris Host Port Number:
a. Select Host Port Number. The Host Port Number prompt appears.
b. Key inthe Host Port Number (provided by Moneris) and press Enter. The
Host Info menu reappears.
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4.10.7: Entering Host Parametersby Host Address

From the Ethernet Setup menu:

1. Select Host Info. The Swipe Admin Card prompt appears.
Note: This prompt only appears the first time this menu is accessed.

2. Swipethe POS Admin Card. The Host Info menu appears.
3. Enter the Moneris Host I P locator:
a. Select Host Entry. The Host Entry menu appears.
b. Select By Address to enter the Moneris Host IP Name. The Host Info
menu appears.
c. Select Host Address. The Host Address prompt appears.
d. KeyintheMonerisHost IP Address (provided by Moneris; min.1, max. 15
alphanumeric characters) and press Enter. The Host Info menu reappears.
4. Enter the Moneris Host Port Number:
a. Select Host Port Number. The Host Port Number prompt appears.
b. Key inthe Host Port Number (provided by Moneris) and press Enter. The
Host Info menu reappears.

4.10.8: Enable SSL

IMPORTANT: This is mandatory for standalone terminals and
terminals on an Ethernet LAN communicating to
the Moneris Host over Public Internet.

From the Host Info menu:

1. Select Enable SSL. The Enable SSL prompt appears.
2. Select Yes to turn SSL encryption on. The Host Info menu reappears.

Note: If your terminal or LAN uses Private Internet, this MUST be set to No.
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4.11:Printing Configuration Parameters

When you have finished configuring your terminal, perform this function in order
to have a printed record of the terminal’s parameters.

From the Idle screen:

1
2.
3.

4.

Press Menu. The Financial Transactions menu appears.

Press Config. The Terminal Configuration menu appears.

Select Print Configuration. Theterminal displays the report name, Print Con-
figuration Parameters, while the terminal settings print.

When the report is printed, the Terminal Configuration menu reappears.

4.12:Remote Code Download

From time to time Moneris may ask you to use this function to download 31001P
software to your terminal. A Moneris support specialist will contact you and guide
you through the process to ensure that a complete and proper download of the
software occurs.

IMPORTANT: Do NOT use this function unless directed to do so
by the Moneris Merchant Service Centre.

4.13:Restoring Factory Defaults

This function returns the terminal’s parameters to the original factory settings.

From the Idle screen:

1
2.
3.

Press Menu. The Financial Transactions menu appears.

Press Config. The Terminal Configuration menu appears.

Select Restore Factory Defaults. The Destroy All Information? prompt
appears.

Select Yes to restore the terminal settingsto the factory defaults. The terminal
reboots, then begins the Configuration Shortcut. (See Section 4.2: Configura-
tion Shortcut for further details.)

Note: If you select No, the Terminal Configuration menu reappears and
the terminal settings remain unchanged.
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Chapter 5: Training Mode

Training Mode allows you and your employeesto learn how to operate the 31001 P
terminal without affecting your terminal total amounts, your financial accounts
and your customers' accounts.

You can practice most Administrative and Financial transactionsin Training
Mode, however most Configuration transactions and all Purchasing Card transac-
tions cannot be performed in Training Mode. Transactions that cannot be per-
formed are greyed out on the terminal screen whilein Training Mode.

5.1: Enter Training M ode

The Training Mode list item on the Terminal Configuration menu changes
according to the training mode status. If Training Mode is not enabled, the list
item isEnter Training Mode. If Training Mode is enabled, the list item is Exit
Training Mode.

Note: Training Mode can only be activated on terminals that have been
configured, initialized and logged on.

From the | dle screen:

1. PressMenu. The Financial Transactions menu appears.

Press Config. The Terminal Configuration menu appears.

Select Enter Training Mode. The Clear Training Totals? prompt appears.
Select Yes to clear the training totals amount to zero and enter transactionsin
Training Mode

OR

Select No to leave the training total amounts asthey are and enter transactions
in Training Mode.

The terminal returnsto the Idle screen with the Ready For Training prompt at
the top of the screen.

A wbd

All transactions performed on the terminal will now be in Training Mode until
you exit Training Mode. All financial training transactions will be approved and
stored in the terminal’s memory in Training Totals. All receipts for training trans-
actions and reports on training totals will have a* TRAINING * TRAINING *
TRAINING * banner printed on them at the top, middle and bottom.

IMPORTANT: Ensure that you exit Training Mode before
processing actual financial transactions.
Transactions processed in Training Mode will not
affect your terminal totals, financial accounts and
customers’ accounts.
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5.2: Exit Training Mode

From the Idle screen:

1. PressMenu. The Financial Transactions menu appears.

2. PressConfig. The Terminal Configuration menu appears.

3. Select Exit Training Mode. The terminal returns to the Idle screen with the
Terminal Ready prompt at the top of the screen.

All transactions performed on the terminal will now be in norma mode. They
WILL affect your terminal totals, your financial accounts and your customers
accounts.

5.3: Transactions Availablein Training Mode

The table below lists the types of transactions that can be performed in Training
Mode and which types of cards they can be performed for. Most transactions are
available regardless of the type of card in use.

Table 1: Training Transactions by Card Type

TRAINING TRANSACTION SEEBIT giﬁg EZIBVQEE
ADMINISTRATIVE

End-of-Day Shortcut X X X
Merchant Sub-totals X X X
Close Batch X X X
Deposit Totals Inquiry X X X
Clerk Sub-totals X X X
Intro Shortcut X X X
Print Stored Transactions X X X
Transaction Inquiry X X X
Reprint X X X
Term Lang X X X
FINANCIAL

Purchase X X X
Purchase Void X X X
Refund X X X
Refund Void X X X
Pre-Authorization X X
Advice X X
CONFIGURATION

Set Default Clerk ID X X X
Exit Training Mode X X X
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Chapter 6: Administrative Transactions

Administrative Transactions allow you to manage and perform the 31001 P fea-
tures that regquire communication with the Moneris Host. These include daily
functions such aslogging on and off, producing reports and processing end-of -day
settlement, and occasional functions such as Host Initialization.

6.1. Initializing the 3100l P Ter minal

This function sends information about the 31001 P terminal to the Moneris Host
and receives additional parameters and information from the Host. It MUST be
performed once, after completing configuration in order to use your 31001 P termi-
nal to process any transactions.

Initialization is performed automatically during the Configuration Shortcut how-
ever, if the Shortcut isinterrupted, you must perform the Initialization from the
Administrative Transactions menu.

Note: The terminal’s communication parameters must be set up before the
Initialization function can be performed. (see Section 4.7
Communications Parameters).

6.1.1: Terminal Initialization (First I nitialization)

If you abandoned the Configuration Shortcut you will need to perform thistrans-
action in order to complete the configuration.

IMPORTANT: If your communications type is “Dial”, ensure that
the Dial Communications parameters have been
configured before attempting this transaction.

From the Idle screen:

1. PressMenu. The Administrative Transactions menu appears.

2. Select Host Initialization. The Merchant ID prompt appears with a numeric
keypad.

3. Keyinthe Merchant ID (min. 13 and max. 19 alphanumeric characters) and
press Enter. The Enter Initialization Phone Number prompt appears with a
numeric keypad.

4. Key inthe Initialization Phone Number (min. 7 and max. 16 numeric digits)
and press Enter.

Note: This prompt appears only if your communicationstypeis*® Dial” OR
your terminal isnot configured to “ Dial” and is not polling the LAN or
3201 Host.

5. Thetermina communicates with the Moneris Host and displays the Host Ini-
tialization status prompt.

6. After asuccessful Initialization, the terminal beeps and returnsto the Idle
Screen with the Ready Please Logon prompt.
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The Initiaization is complete and the terminal is now ready to perform financial
transactions whenever it islogged on (see section 6.2: Logon).

6.1.2: Terminal Re-initialization

The Moneris Merchant Service Centre may ask you to re-initialize your terminal
from timeto time.

From the Idle screen:

1
2.
3.

Press Menu. The Financial Transaction menu appears.

Press Admin. The Administrative Transactions menu appears.

Select Host Initialization. The Retain Current Merchant Settings? prompt
appears.

To retain the current Merchant 1D and Initialization Phone Number settings,
select Yes. Go to step 6.

To change these two settings, select No. The Enter Merchant ID prompt
appears.

Key in the Merchant 1D using the keypad on the screen (min. 13 and max. 19
a phanumeric characters) and press Enter. The Enter Initialization Phone
Number prompt appears.

Key in the Initiaization Phone Number (min. 7 and max. 16 numeric digits)
and press Enter.

Note: This prompt only appearsif your communicationstypeis*” Dial” OR
your terminal is not configured to “ Dial” and is not polling the LAN or
3201 Host.

The terminal communicates with the Moneris Host and displays the Host Ini-

tialization status prompt.

After a successful Initialization:

» theterminal beeps and the Do You Wish to Clear Storage? prompt
appears.
OR

» if you entered anew Merchant ID at step 4 of this process, the terminal
storage is cleared automatically and the terminal goes to the Idle Screen
with the Ready Please Logon prompt. The Initialization is complete.

Select Yes to clear the data capture area (the terminal memory) and the termi-

nal totals.

OR

Select No to leave the current settings and terminal totals in the terminal

memory.

The Ready Please Logon prompt appears.

Theterminal is now ready to perform financial transactions whenever it islogged
on (see Section 6.2: Logon).
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6.2: Logon

This transaction connects the terminal to the Moneris Host so you can perform
livefinancial transactions and reporting transactions that require information from
the Host.

You should Logon to your 31001 P terminal at the beginning of each business day.
If you re-initialize your terminal, you will need to Logon to your terminal again.
From the Idle screen:

Note: If your terminal accepts Debit cards, the POS Admin Card isrequired to
Logon.

1. PressMenu. The Administrative Transactions menu appears.
Select Logon. The Swipe Admin Card prompt.
3. Swipethe POS Admin Card. The terminal displays Logon while it communi-

cates with the Moneris Host then returns to the Idle screen when the Logon is
completed.

N

Note: If you perform a Logon transaction when the terminal is already logged
on, you will not get an error message; the terminal will simply remain
logged on.

6.3. Balancing & Settling Your Account

In order to have the funds from your POS transactions deposited into your
account, you must close the Batch containing those transactions. You will need to
do this for the Moneris Host and each of the Third Party hosts that process trans-
actions for you. Moneris recommends that you process a Close Batch transaction
at least once a day, preferably at the end of each business day. Most merchants use
this option: to change options, see your Moneris sales representative.

Moneris also recommends performing a Print Stored Transactions report by Batch
before performing a Close Batch. Thiswill give you aprint-out of the transactions
in the Batch before the Close Batch clears the terminal’s memory.

6.3.1: CloseBatch

This function requests and prints current batch totals, and sends a close batch
reguest to the Hosts your terminal connects to, including the Moneris Host and
any Third Party Hosts you have configured.

The report consists of transaction type totals by host and host grand totals.
There are two ways to perform a Close Batch:

» the Close Batch transaction
* theMulti-Terminal Reporting transaction

Both methods consist of two parts. The first part compares the approved transac-
tion totals stored in your terminal’s memory to the totals stored on the Moneris
Host. The second part automatically deposits the appropriate funds into your busi-
ness account if your terminal and the Host totals match.
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The Balanced Prompt option is available only for the Moneris Host. If it is
enabled, you will be prompted to confirm that the Moneris Host totals match your
terminal’s totals before the Close Batch request is sent to the Host. If your termi-
nal’s totals match the Moneris Host totals, the terminal will print (BAL - YES) at
the bottom of the Close Batch report. If they do not, (BAL - NO) will be printed at
the bottom of the report.

If Multi-Terminal Reporting has been enabled on your terminal, you will have to
close the Moneris Host separately from your Third Party Hosts. You will need to
perform a Close Batch transaction for your Third Party hosts and the Multi-Termi-
nal Reporting transaction for the Moneris Host.

Note: If you do not have any Third Party Hosts set up AND Multi-Terminal
Reporting has been enabled AND Close Batch is not allowed on your
terminal, the Close Batch transaction will not appear on the
Administrative Transactions menu.

Close Batch to the MonerisHost Only:

IMPORTANT: If the screen goes blank at any time during the
Close Batch, touch the screen to reactivate it
then respond to the prompt that appears.

To perform a Close Batch on aterminal that connects only to the Moneris Host,
from the Idle screen:

1. PressMenu. The Financial Transactions menu appears.
2. PressAdmin. The Administrative Transactions menu appears.
3. Select Close Batch. The Enter Clerk ID prompt appears.
4. KeyintheClerk ID and press Enter
OR
Swipe the Clerk ID Card. The Clerk ID appears for 3 seconds.
The terminal displays Close Batch while it communicates with the Moneris
Host. Goto step 7.
5. Select Yes to close the batch.
* If the Baanced Prompt is enabled, the Are Totals Balanced? prompt
appears. Go to step 6.
» If the Baanced Prompt is hot enabled, go to step 7.
OR
Select No to leave the batch open. Go to step 7.

6. Select Yes if the totals from the terminal’s memory match the totals from the
Host(s) on the Close Batch report. Go to step 8.
OR
Select No if the totals do not match. The terminal will display the status
prompt Bank and Terminal Totals Do Not Match and the text “(BAL - NO)”
will appear at the bottom of the Current Batch Total report. Call the Moneris
Merchant Service Centre the next business day for assistance.

7. Theterminal displays Close Batch while it completes the Close Batch request
to deposit the funds into your account and the report completes printing.

8. Theldle screen reappears.
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Close Batch to Multiple Hosts:

IMPORTANT: If the screen goes blank at any time during the
Close Batch, touch the screen to reactivate it
then respond to the prompt that appears.

To perform a Close Batch on aterminal that connects to the MonerisHost AND at
least one Third Party Host, from the Idle screen:

1

2.
3.
4

10.

11

Press Menu. The Financial Transactions menu appears.

Press Admin. The Administrative Transactions menu appears.

Select Close Batch. The Enter Clerk ID prompt appears.

Key inthe Clerk ID and press Enter

OR

Swipethe Clerk ID Card. The Clerk 1D appears for 3 seconds.

The Close All Batches or Select By Host? prompt appears.

To close all batches, select All. Theterminal displays Close Batch whileit

communicates with each of the Hosts. Go to step 7.

OR

To close specific Hosts, select By Host. The Moneris Host? prompt appears.

Select Yes to perform a Close Batch on the Moneris Host.

OR

Select No to leave the Moneris Host asis.

The Other Host #? prompt appears (# = the Host number).

Select Yes to perform a Close Batch on the Third Party Host with that Host

number.

OR

Select No to leave that Third Party Host asiis.

The Other Host #? prompt appears until all Third Party Hosts have been dis-

played in numerical order.

When all Third Party Hosts have been displayed and selected or |eft asis, the

terminal displays Close Batch while the 31001 P communicates with each

selected Host then begins printing the report for the first selected Host. The

Select Close? prompt appears for each Host.

Select Yes to close the batch.

» If the Baanced Prompt is enabled for the Moneris Host, the Are Totals
Balanced? prompt appears for 30 seconds. Go to step 10.

» If the Balanced Prompt is not enabled, go to step 11.

OR

Select No to leave the batch open. Goto step 7.

Select Yes if the totals from the terminal’s memory match the totals from the
Moneris Host. Go to step 12.

OR

Select No if the totals do not match. The terminal will display the status
prompt Bank and Terminal Totals Do Not Match and the text “(BAL - NO)”
will appear at the bottom of the Current Batch Total report. Call the Moneris
Merchant Service Centre the next business day for assistance.

Repeat steps 7 to 10 for each host.
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12. Theterminal completes the Close Batch request to deposit the fundsinto your

account and the terminal displays Close Batch while the report completes
printing. The Idle screen reappears.

6.3.2: Multi-Terminal Report and Close

This function allows you to perform the Close Batch, the Deposit Totals or both
functions on all terminals associated with the same merchant number from one of
the terminals. See Appendix B: Multi-Terminal Reporting for instructions.

6.3.3: End of Day Shortcut

This shortcut takes you through your end-of-day procedures based on your termi-
nal’s configuration. End-of-day procedures include printing a Current Batch
Totalsreport from all configured Hosts, closing your current batch of transactions,
and obtaining the number and dollar value of Dehit and Credit transactions saved
in the 31001 P's memory since the last batch was closed.

IMPORTANT: In order to receive the dollar value of your
transactions in your business account on a daily
basis, you must perform the Close Batch
transaction on a daily basis. You can do this
through the End-of-Day Shortcut or directly from
the Administrative Transactions menu (see
Section 6.3.1: Close Batch). Batches closed prior
to your Moneris closing time are processed by
Moneris that same day.

To access the End of Day Shortcut, from the Idle screen:

1

2.
3.
4

Press Menu. The Financial Transaction menu appears.
Press Admin. The Administrative Transaction menu appears.
Select End of Day Shortcut.
The shortcut takes you through the standard Close Batch (see Section 6.3.1:
Close Batch for instructions) if:
* thetermina isallowed to perform the Batch Close transaction
AND
» theClose Batch function is enabled
AND
* aTerminal Name has NOT been configured.

If the terminal is configured for multi-terminal reporting, please see section B.2:
Multi-Terminal Report and Close for instructions.
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6.4. L ogoff

For security reasons, your 31001 P terminal should be logged off at the end of each
business day after you perform a Close Batch transaction. Financial transactions
cannot be processed on your terminal once it has been logged off.

From the I dle screen:

1. PressMenu. The Financial Transactions menu appears.

2. PressAdmin. The Administrative Transactions menu appears.

3. Select Logoff. The terminal displays Logoff while it communicates with the
Moneris Hogt, then returns to the I dle screen with the Ready Please Logon
prompt.
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Chapter 7. Reporting Transactions

This chapter providesinstructions on reprinting a receipt for a single transaction,
printing lists of transactions matching specific criteria, and printing a report of all
transactions performed on the 31001 P since the last Close Batch transaction.

7.1: Reprinting a Receipt

There are two methods for reprinting areceipt. You can use the Reprint button on
the Financial Transactions menu or use the Transaction Inquiry function (see
Section 7.2: Transaction Inquiry).

To use the Reprint button, immediately after the transaction is finished:

1
2.
3.

Press Exit. The Idle screen appears.
Press Menu. The Financial Transactions menu appears.
Press Reprint.

Note: The Reprint button also appears on the Administrative
Transactions menu and the Terminal Configuration menu.

Theterminal displays the type of transaction the receipt isfor, then the Idle
screen reappears. The text “* DUPLICATE * DUPLICATE * DUPLICATE
*7 gppears on the reprinted receipt at the top, middle and bottom.

The Idle screen reappears.

7.2 Transaction Inquiry

This transaction prints or displays selected financia transactions from the termi-
nal’s memory by date. Selection criteriainclude: Clerk ID (if enabled), Card Type
(debit, credit, third party and private label cards only), Card Number, Amount,
Transaction Type (debit and credit financial transactions only), and Transaction
Date. Terminal totals are not included in this report.

If no criteriaare selected, all transactions in the memory are printed or displayed.

From the Idle screen:

1

2.
3.
4

Press Menu. The Financial Transaction menu appears.

Press Admin. The Administrative Transactions menu appears.

Scroll down and select Transaction Inquiry.

Theterminal displays a Select criteria prompt for each criteria by which the

transactions can be searched. The Select criteria prompts appear in this order:

Clerk ID, Card Type, Card Number, Amount, Transaction Type, and Transac-

tion Date.

To search for transactions by a specific criteria, when that Select criteria

prompt appears:

»  Select the criteriafrom the list, or key in the specific criteriaand press
Enter
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OR
To ignore that criteria during the transaction search, press Enter.
The next Select criteria prompt appears.

When you press Enter on the Select Transaction Date criteria prompt, the
Select Print or Display? prompt appears.

5. To send the found transactions to the printer, select Print
OR
To display the found transactions on the 31001 P touch screen, select Display.
The terminal displays Processing while it searches the memory for transac-
tions that match the criteria.

If matching transactions are found for a printed report:

6. theterminal displays Transaction Inquiry while the report prints. When print-
ing is complete, the Idle screen appears.

If matching transactions are found for a displayed report:

6. theterminal displaysthe Examine Records prompt over the Summary List of
matching transactions. See below for information on the Summary List For-
mat.

* Toscrall through the Summary List, use the arrows at the bottom of the
touch screen.

» Toview more details about atransaction, select the transaction’slist item.
The complete details of the transaction are displayed. See below for infor-
mation on the Transaction Detail Format.

- To print the transaction details, press Reprint.
- To return to the summary list, press Enter.
- To return to the Idle screen, press Exit.

If no matching transactions are found:

6. theterminal displaysthe No Transaction Found Please Retry prompt. Press
Exit to return to the Idle screen OR wait a moment and the Idle screen will
reappear automatically.

Summary List Format

If matching transactions are found for a displayed report, the list of transaction is
displayed on the touch screen as follows:

CLERK ID #
EXAMINE RECORDS

> CARD NUMBER
TRAN TYPE $123,456.99 ACCT TYPE

> CARD NUMBER
TRAN TYPE $123,456.99 ACCT TYPE

56 Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4



Reporting Transactions

Transaction Detail For mat

If amatching transaction is selected from thelist, the details of that transaction are

displayed on the touch screen as follows:

CARD NUMBER
Account: ACCT TYPE

Appr: APPROVAL NUMBER
Date: TRANSACTION DATE
Admin: POS ADMIN CARD NUMBER

Exp: CARD EXPIRY DATE

Trans: TRAN TYPE
Card: CARD TYPE
Amount: $123,456.99

Seq: SEQUENCE NUMBER
Time: TRANSACTION TIME

Key to Transaction Inquiry displays

ACCT TYPE

TRAN TYPE $123,456.99

the card/account type

the transaction type the transaction amount

CR = Credit
CHQ = Chequing
SAV = Savings

P = Purchase

PC = Purchase Correction
R = Refund

RC = Refund Correction
PA = Pre-Authorization

A = Advice

PM = Payment

PV = Payment Void
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7.3: Merchant SubtotalsInquiry

Thisfunction creates areport of the merchant’s current batch totals on the sel ected
host. The report totals are organized by card type and grand totals are produced for
each host. The list of hosts includes the Moneris Host and any third party hosts
that have been configured.

Note: The terminal must be logged on in order to activate thislist item and
produce the report.

Merchant Subtotals Report for All Hosts
From the Idle screen:

1. PressMenu. The Financial Transaction menu appears.
2. PressAdmin. The Administrative Transactions menu appears.
3. Select Merchant Subtotals. The Enter Clerk ID prompt appears.
4. KeyintheClerk ID and press Enter
OR
Swipe the Clerk ID card. The Clerk 1D appears for 3 seconds.
» |f the terminal connects to more than one host, the Merchant Sub-Totals?
prompt appears.
* If thetermina connects only to the Moneris Host, go to step 6.
5. Select All to produce reports for every Host the terminal connects to.
6. Thetermina displays Merchant Subtotals while it communicates with the
Host(s) and prints the report(s) then returns to the Idle screen.

Merchant Subtotals Report for Selected Hosts
Note: Thisisonly available if the terminal connects to more than one host.
From the Idle screen:

1. PressMenu. The Financial Transaction menu appears.

2. PressAdmin. The Administrative Transactions menu appears.
3. Select Merchant Subtotals. The Enter Clerk ID prompt appears.
4. KeyintheClerk ID and press Enter

OR

Swipe the Clerk ID card. The Clerk 1D appears for 3 seconds.

The Merchant Sub-Totals? prompt appears.

5. Select By Host to select the specific Hosts to include in the report. The termi-
nal displays the Moneris Host? prompt.

6. Select Yes to produce areport including totals from the Moneris Host. The
Other Host n? prompt appears (n isthe Third Party Host number).

7. Select Yes to produce areport including this Host.

» If there are other Third Party Hosts configured on your terminal, the
Other Host n? prompt continues to reappear until all Hosts have been dis-
played. Select Yes or No depending on whether or not you want to
include that Host’s totals in the report.

When al Third Party Hosts have been displayed, the terminal displays Mer-

chant Subtotals while it communicates with each Host and prints the report.

8. When the report is printed, the terminal returns to the Idle screen.
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7.4. Deposit TotalsInquiry

This function produces a report of the current batch totals on the Moneris Host
only. The report totals are organized by card type, then by grand totals from the
Moneris Host only.

Note: The terminal must be logged on in order to activate thislist item and
produce the report.

From the I dle screen:

1. PressMenu. The Financial Transaction menu appears.

2. PressAdmin. The Administrative Transactions menu appears.

3. Select Deposit Totals Inquiry. The terminal displays Deposit Totals Inquiry
while it communicates with the Moneris Host and prints the report.

4, Theterminal returnsto the Idle screen when the report is printed.

7.5: Print Sored Transactions

This transaction prints al transactions in the terminal’s memory by date or by
batch number including terminal totals. The transactions can also be grouped by
card type.

Note: If you perform your end-of-day transactions fromthe Administrative
Transactions menu rather than the End-of-Day shortcut, you may
wish to print thisreport before performing a Close Batch transactionsin
order to have a printed record of the transactions in that batch.

From the Idle screen:

1. PressMenu. TheFinancial Transaction menu appears.
2. PressAdmin. The Administrative Transactions menu appears.
3. Scroll down and select Print Stored Transactions. The Enter Clerk ID
prompt appears.
4. To print the transactions:
» for aspecific clerk:
key in the Clerk ID and press Enter.
OR
swipe the Clerk 1D card. The Clerk ID appears for 3 seconds.
» foradll clerks:
press Enter
The Select Print Mode prompt appears.

5. Select the sorting method for the printed report.
» If you select Batch or Batch by Card Type, the Enter Batch Number
prompt appears with a numeric keypad.
» |If you select Date or Date by Card Type, the Enter Date (YY)MMDD
prompt appears with a numeric keypad.
6. Key inthe Batch number or the Date and press Enter. The terminal displays
Processing while the memory is searched for matching transactions.
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» If matching transactions are found, the terminal displays Print Stored
Transactions while the report prints. When printing is complete, the Idle
screen appears.

» If no matching transactions are found, the terminal displays the No Trans-
action Found Please Retry prompt. Press Exit to return to the Idle screen
or wait amoment and the Idle screen will reappear automatically.

7.6. Cancel Report Printing

Any time while the report is printing and the Exit button is available:

1. PressExit. The status message “CANCELLED” appears on the screen.
2. Thetext “* TRANSACTION CANCELLED *” is printed on the report.
3. Theldle screen reappears.

60 Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4



Chapter 8: Debit Financial Transactions

This chapter outlines the procedures for processing Debit transactions including:

e Purchase

*  Purchase Void
* Refund

* Refund Void

For information on performing Debit transactions with Tip Entry on PINPad
enabled, see Appendix D: Tip Entry on PINPad Transactions.

Debit transactions involve the use of the cardholder’s Debit card. Each debit trans-
action requires:

* aswipeof the debit card through the Magnetic Stripe Reader (MSR) on the
terminal or, if you have an PINSmart PINPad connected to your terminal, the
PINPad.

AND

» theinput of the cardholder’s Personal Identification Number (PIN) on the
PINPad by the cardholder. Therefore, the cardholder must be present for a
Debit transaction to be processed.

Note: For security reasons, please respect the cardholder’s privacy while they
enter their PIN on the PINPad and encourage your customersto protect
their PIN.

You must have a PINPad attached to the 31001P in order to process Debit Card
transactions.

Thefollowing instructions al begin at the Idle screen. To access the Idle screen
from any screen, press the Exit button repeatedly until the Idle screen appears.

The following instructions are for a 31001 P set up with aPINPAD 1l and a Swipe
Customer Card ldle screen. The idle PINPad displays WELCOME/BONJOUR.

If your terminal has a PINSmart pinpad and an Enter Purchase Amount Idle
screen, please see Section 8.5: *Enter Purchase Amount’ Idle Screen Instructions.
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8.1: Debit Purchase

To process a Purchase transaction using a Debit card, follow the instructions
below.

From the Idle screen:

1. Swipethe customer’s Debit card on the terminal. The terminal displays Pro-
cessing then the Enter Purchase Amount prompt appears.
a. On the PINPad, the prompt PURCHASE appears.

2. Key in the Purchase amount and press Enter. The Continue on PINPAD
prompt appears.
On the PINPad:

a. The prompt PURCHASE $#.## - OK? appears.

b. The customer presses the OK button. The SELECT ACCOUNT prompt
appears.

¢. The customer presses the CHQ button to select their chegquing account OR
the SAV/EP button to select their savings account. The ENTER PIN & OK
PIN= prompt appears.

d. The customer keysin their PIN (personal identification number) and
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt
appears.

3. Theterminal displays Processing then the Host Response screen (indicating
the purchase amount and the card number) while it communicates with the
Moneris Host and begins printing the first copy of the receipt.

4. When the Purchase is approved, the Host Response screen is updated with the
Approved text and the transaction number, and the terminal finishes printing
the Merchant copy of the receipt. The Next Copy button appears.

a. The PINPad displays the APPROVED-THANKS OBTAIN CARD prompt.

b. The customer returns the PINPad.

5. Tear off the receipt and keep it for your records.

6. PressNext Copy to print the Cardholder copy of the receipt. The receipt
prints.

7. Tear off the receipt and give it to the customer along with their Debit card.

8. PressExit. Theterminal returns to the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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8.2: Debit Refund

Thisis used to refund the full amount or a portion of the amount of a Debit Pur-
chase transaction.

Note: The POS Admin Card is required to process this transaction.

From the Idle screen:

1
2.

3.

10.
11.

Press Menu. The Financial Transactions menu appears.

Select Refund. The Swipe Admin Card prompt appears with the word Refund
aboveit.

Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
Swipe the customer’s Debit card on the terminal. The terminal displays Pro-
cessing then the Enter Refund Amount prompt appears.

a. On the PINPad, the REFUND prompt appears.

Key in the amount of the Refund and press Enter. The Continue on PINPAD
prompt appears.

On the PINPad:

a. The prompt REFUND $#.## - OK? appears.

b. The customer presses the OK button. The SELECT ACCOUNT prompt
appears.

c. The customer presses the CHQ button to select their chequing account OR
the SAV/EP button to select their savings account. The ENTER PIN & OK
PIN= prompt appears.

d. The customer keysin their PIN (personal identification number) and
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt
appears.

Theterminal displays Processing then the Host Response screen (indicating

the refund amount and the card number) while it communicates with the Mon-

eris Host and begins printing the first copy of the receipt.

When the Refund is approved, the Host Response screen is updated with the

Approved text, and the transaction number, and the terminal finishes printing

the Merchant copy of the receipt. The Next Copy button appears.

a. The PINPad displays the APPROVED-THANKS OBTAIN CARD prompt.

b. The customer returns the PINPad.

Tear off the receipt and keep it for your records.

Press Next Copy to print the Cardholder copy of the receipt. The receipt

prints.

Tear off the receipt and give it to the customer.

Press Exit. The terminal returns to the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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8.3: Debhit Purchase Void

This transaction is used only when a Debit Purchase was entered incorrectly and
needs to be cancelled before it is re-entered correctly. It must be processed for the
same amount as the original Debit Purchase and must be processed in the same
batch as the original transaction.

Note: The POS Admin Card is required to process this transaction.
From the Idle screen:

1. PressMenu. The Financial Transactions menu appears.

2. Select Purchase Void. The Swipe Admin Card prompt appears with the
words Purchase Void aboveit.

3. Swipethe POS Admin Card. The Swipe Customer Card prompt appears.

4. Swipe the customer’s Debit card on the terminal. The terminal displays Pro-
cessing then the Enter Original Authorization Number prompt appears.
a. Onthe PINPad, the PURCH. CORRECTION prompt appears.

5. Key inthe authorization number (AUTH. #) found on the original receipt and
press Enter. The Enter Purch. Void Amount prompt appears.

6. Key inthe full amount of the purchase to be voided and press Enter.

Note: Be sure to key in the exact amount of the original purchase.
The Continue on PINPad prompt appears.
On the PINPad:

a The PURCH. CORRECTION $#.## - OK? prompt appears.

b. The customer presses the OK button. The SELECT ACCOUNT prompt
appears.

c. The customer presses the CHQ button to select their chequing account OR
the SAV/EP button to select their savings account. The ENTER PIN & OK
PIN= prompt appears.

d. The customer keysin their personal identification number (PIN) and
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt
appears.

7. Thetermina displays Processing then the Host Response screen (indicating
the amount to be voided and the card number) while it communicates with the
Host and prints the beginning of the Merchant copy of the receipt.

8. When the Purchase Void is approved, the Host Response screen is updated
with the Approved text, and the transaction number, and the terminal finishes
printing the Merchant copy of the receipt. The Next Copy button appears.

a. The PINPad displays the APPROVED-THANKS OBTAIN CARD prompt.

b. The customer returns the PINPad.

9. Tear off the receipt and keep it for your records.

10. Press Next Copy. The Cardholder copy of the receipt prints.

11. Tear off the receipt and give it to the customer along with their Debit card.

12. Press Exit. Theterminal returnsto the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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8.4: Debit Refund Void

This transaction is used only when a Debit Refund was entered incorrectly and
needs to be cancelled before it is re-entered correctly. It must be processed for the
same amount as the original Debit Refund and must be processed in the same
batch as the original transaction.

Note: The POS Admin Card is required to process this transaction.

From the Idle screen:

1
2.

3.

10.

11
12.

Press Menu. The Financial Transactions menu appears.

Select Refund Void. The Swipe Admin Card prompt appears with the words
Refund Void aboveit.

Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
Swipe the customer’s Debit card on the terminal. The terminal displays Pro-
cessing, then the Enter Original Authorization Number prompt appears.

a. On the PINPad the REF. CORRECTION prompt appears.

Key in the authorization number (AUTH. #) found on the original receipt and
press Enter. The Enter Refund Void Amount prompt appears.

Key in the full amount of the refund to be voided and press Enter. The Con-
tinue on PINPad prompt appears.

On the PINPad:

a the REF. CORRECTION $#.## - OK? prompt appears.

b. The customer presses the OK button. The SELECT ACCOUNT prompt
appears.

¢. The customer presses the CHQ button to select their chegquing account OR
the SAV/EP button to select their savings account. The ENTER PIN & OK
PIN= prompt appears.

d. The customer keysin their personal identification number (PIN) and
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt
appears.

Theterminal displays Processing then the Host Response screen (indicating

the amount to be voided and the card number) while it communicates with the

Host and prints the beginning of the first receipt.

When the Refund Void is approved, the Host Response screen is updated with

the Approved text and the transaction number, and the terminal finishes print-

ing the Merchant Copy of the receipt. The Next Copy button appears.

a. The PINPad displays the APPROVED-THANKS OBTAIN CARD prompt.

b. The customer returns the PINPad.

Tear off the receipt and keep it for your records.

Press Next Copy to print the Cardholder copy of the receipt. The receipt

prints.

Tear off the receipt and give it to the customer along with their Debit card.

Press Exit. The terminal returns to the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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8.5: ‘Enter Purchase Amount’ Idle Screen I nstructions

If your terminal has a PINSmart pinpad attached and an Enter Purchase Amount
Idle screen, the order of the Swipe Customer Card and Enter Amount prompts are
reversed for ALL financial transactions.

Two examples of the steps that are changed are provided below.

Debit Purchase from the Enter Purchase Amount | dle Screen

Substitute the following two steps for Steps 1 and 2 of the Debit Purchase instruc-
tions in Section Debit Purchase.

From the Idle screen:

1. Key inthe Purchase amount and press Enter. The Swipe Card at Terminal or
PINPAD prompt appears.

a. On the PINPad, the prompt PURCHASE SWIPE CARD appears.

2. Swipe the customer’s Debit card on the terminal or the PINSmart PINPad.
Theterminal displays Processing then the Continue on PINPAD prompt
appears.

a. On the PINPad, the prompt PURCHASE CARD SWIPED appears then the
prompt PURCHASE $#.## - OK? appears.

Continue with the instructions in Section Debit Purchase, starting with Step 2.b.

Debit Purchase Void from the Enter Purchase Amount | dle Screen

Substitute the following three steps for Steps 4, 5 and 6 of the Debit Purchase Void
instructions in Section Debit Purchase Void.

After you have swiped the POS Admin Card in step 3, the Enter Purchase Void
Amount prompt appears.

3. Key inthe Purchase amount and press Enter.
Note: Be sure to key in the exact amount of the original purchase.
The Enter Original Authorization Number prompt appears.
4. Key inthe Authorization Number found on the original receipt and press
Enter. The Swipe Card at Terminal or PINPAD prompt appears.
a. Onthe PINPad, the PURCH. CORRECTION SWIPE CARD prompt
appears.

5. Swipe the customer’s Dehit card on the terminal or the PINSmart PINPad.
Theterminal displays Processing then the Continue on PINPAD prompt
appears.

a. On the PINPad, the prompt PURCH. CORRECTION CARD SWIPED
appears then the prompt PURCH. CORRECTION $#.## - OK? appears.

Continue with the instructions in Section Debit Purchase Void starting with step
6.b.
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8.6: Cancelling a Debit Transaction

From theterminal:

Press Exit on the terminal at any time during a debit transaction to cancel that
transaction. The Cancelled prompt appears on the terminal screen and the PINPad
display for one second then the Idle screen appears on the terminal and the WEL-
COME/BONJOUR message appears on the PINPad.

From the PINPad:

The customer can press Cancel on the PINPad at any time to cancel a debit trans-
action. The Cancelled prompt appears on the terminal screen and the PINPad dis-
play for one second then the I dle screen appears on the terminal and the
WELCOME/BONJOUR message appears on the PINPad.

If the transaction is cancelled after the receipt has started to print, the message “*
TRANSACTION CANCELLED *” is printed on the receipt.
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Chapter 9: Credit Financial Transactions

This chapter outlines the procedures for processing Credit transactions including:

e Purchase

*  Purchase Void

* Refund

* Refund Void

e Pre-Authorization
» Advice

Your 3100IP can perform these transactions for all major credit cards. For infor-
mation on performing Credit transactions with Tip Entry on PINPad enabled, see
Appendix D: Tip Entry on PINPad Transactions.

Credit transactions involve the use of the cardholder’s Credit card. However, the
cardholder does not need to be present for a Credit transaction to be processed.

The Credit Card number can be entered in two ways:

» thecard can be swiped on the terminal. For security purposes, after swiping
the card you will be prompted to enter the last four digits of the card number.

OR

* you can key in the Credit Card number using the keypad. You will then be
prompted to enter the card’s four-digit Expiry Date. You will be prompted to
Please Take an Imprint of the Card in the Host Response message displayed
while the terminal communi cates with the Moneris Host. Take an imprint of
the credit card using a paper Sales Draft and staple the merchant copies of the
receipt and the sales draft together for your records.

If the 31001P terminal is down and you need to perform a Purchase or Refund
transaction, you can complete a paper Sales Draft (see Section 9.9: Completing a
Paper Sales Draft).

The PINPad displays the prompt WELCOME/BONJOUR throughout the transac-
tion and is not used unless Tip Entry on PINPad is enabled (see Appendix D: Tip
Entry on PINPad Transactions).

The following instructions all begin at the Idle screen. To access the Idle screen
from any screen, press the Exit button repeatedly until the Idle screen appears.

The following instructions are for a 31001 P set up with a PINPAD Il and a Swipe
Customer Card Idle screen. The idle PINPad displays WELCOME/BONJOUR.

If your terminal has a PINSmart pinpad and an Enter Purchase Amount Idle
screen, please see Section 9.8: *Enter Purchase Amount’ Idle Screen Instructions.
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9.1: Credit Purchase

To process a Purchase transaction using a Credit card, follow the instructions
below.

From the Idle screen:

1

2.

Swipe the customer’s Credit card on the terminal. The terminal displays Pro-
cessing then the Enter Last 4 Digits prompt appears.

Key in thelast four digits of the card number and press Enter. The terminal
prints the beginning of the Merchant copy of the receipt and the Enter Pur-
chase Amount prompt appears.

Key in the Purchase Amount and press Enter. The Host Response screen
appears (indicating the purchase amount and the card number) while the ter-
minal communicates with the Host.

When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the Obtain Customer Signature
prompt. The terminal finishes printing the Merchant copy of the receipt. The
Next Copy button appears.

Tear off the receipt, have the customer sign it and return it to you, and keep it
for your records.

Press Next Copy. The Cardholder copy of the receipt is printed. The Host
Response screen is updated with the prompt Provide Transaction Record.
Tear off the receipt and give it to the customer along with their Credit card.
Press Exit. The terminal returns to the Idle screen.
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9.2: Refund

Thisis used to refund the full amount or a portion of the amount of a Credit Pur-
chase transaction.

From the Idle screen:

1
2.

3.

10.

11.

12.

Press Menu. The Financial Transactions menu appears.

Select Refund. The Swipe Admin Card prompt appears with the word Refund
aboveit.

Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
Swipe the customer’s Credit card on the terminal. The terminal displays the
status prompt Processing, then the Enter Last 4 Digits prompt appears.

Key inthelast four digits of the card number and press Enter. The Enter Orig-
inal Authorization Number prompt appears.

Key in the authorization number (AUTH. #) found on the original receipt and
press Enter. The terminal prints the beginning of the Merchant copy of the
receipt and the Enter Refund Amount prompt appears.

Key in the amount and press Enter. The Host Response screen appears (indi-
cating the Refund amount and the card number) while the terminal communi-
cates with the Host.

When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the Keep Merchant Record
prompt. The terminal finishes printing the Merchant copy of the receipt. The
Next Copy button appears.

Tear off the receipt and keep it for your records.

Press Next Copy to print the Cardholder copy of the receipt. The receipt
prints and the Host Response screen is updated with the prompt Sign Card-
holder Copy.

Tear off the receipt, sign it yourself and give it to the customer along with
their Credit card.

Press Exit. The terminal returns to the Idle screen.

Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 71



Credit Financial Transactions

9.3: Purchase VVoid

This transaction is used only when a Credit Purchase was entered incorrectly and
needs to be cancelled before it is re-entered correctly. It must be processed for the
same amount as the original Credit Purchase and must be processed in the same
batch as the original transaction.

From the Idle screen:

1
2.

3.

10.

11

12.

Press Menu. The Financial Transactions menu appears.

Select Purchase Void. The Swipe Admin Card prompt appears with the
words Purchase Void aboveit.

Swipe the POS Admin Card on the terminal. The Swipe Customer Card
prompt appears.

Swipe the customer’s Credit card on the terminal. The terminal displaysthe
prompt Enter Last 4 Digits.

Key inthelast four digits of the customer’s card number and press Enter. The
Enter Original Authorization Number prompt appears.

Key in the authorization number (AUTH. #) found on the original receipt and
press Enter. The terminal prints the beginning of the Merchant copy of the
receipt and the Enter Purch. Void Amount prompt appears.

Key in the amount to be voided and press Enter. The Host Response screen
appears (indicating the void amount and the card number) while the terminal
communicates with the Host.

When the transaction is approved, the terminal finishes printing the Merchant
copy of the receipt and the Host Response screen is updated with the
Approved text, the transaction number and the prompt Obtain Customer Sig-
nature. The Next Copy button appears.

Tear off the receipt and keep it for your records.

Press Next Copy to print the Cardholder copy of the receipt. The receipt
prints and the Host Response screen is updated with the prompt Sign Card-
holder Copy.

Tear off the receipt, sign it yourself and give it to the customer along with
their Credit card.

Press Exit. The terminal returns to the Idle screen.
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9.4: Refund Void

This transaction is used only when a Credit Refund was entered incorrectly and
needs to be cancelled before it is re-entered correctly. It must be processed for the
same amount as the original Credit Refund and must be processed in the same
batch as the original transaction.

From the Idle screen:

1
2.

3.

0.

10.

11
12.

Press Menu. The Financial Transactions menu appears.

Select Refund Void. The Swipe Admin Card prompt appears with the words
Refund Void aboveit.

Swipe the POS Admin Card on the terminal. The Swipe Customer Card
prompt appears.

Swipe the customer’s Credit card on the terminal. The terminal displaysthe
status prompt Processing then the prompt Enter Last 4 Digits.

Key inthelast four digits of the customer’s card number and press Enter. The
Enter Original Authorization Number prompt appears.

Key in the authorization number (AUTH. #) found on the original receipt and
press Enter. The terminal prints the beginning of the Merchant copy of the
receipt. The Enter Refund Void Amount prompt appears.

Key in the amount to be voided and press Enter. The terminal displaysthe
Host Response screen (indicating the void amount and the card number) while
it communicates with the Host and prints the beginning of the Merchant copy
of the receipt.

When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the Keep Merchant Record
prompt and the terminal finishes printing the Merchant copy of the receipt.
The Next Copy button appears.

Tear off the receipt, have the customer sign it and return it to you, and keep it
for your records.

Press Next Copy. The Cardholder copy of the receipt is printed. The Host
Response screen is updated with the prompt Provide Transaction Record.
Tear off the receipt and give it to the customer along with their Credit card.
Press Exit. The terminal returns to the Idle screen.

Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 73



Credit Financial Transactions

9.5: Pre-Authorization

A Pre-authorization (Pre-Auth) transaction starts the purchase process by con-
firming that the Pre-Auth amount is available on the Credit card and placing a
hold on that amount. An Advice transaction completes the purchase process by
confirming that the amount (or a different amount) should be transferred from that
Credit card to your business account.

Note: To complete the Pre-Auth transaction and have the funds transferred to
your account, you must perform an Advice transaction (see Section
9.6: Advice).

Pre-Authorization is usually used in hotels and car rental agenciesfor reserva-
tions, and in restaurants to hold funds while waiting for a customer to add atip
and sign the receipt.

From the Idle screen:

1. PressMenu. The Financial Transactions menu appears.

2. Select Pre-Authorization. The Swipe Customer Card prompt appears.

3. Swipethe customer’s Credit card on the terminal. The terminal displays Pro-
cessing then the Enter Last 4 Digits prompt appears.

4. Key inthelast four digits of the card number and press Enter. The terminal
prints the beginning of the Merchant copy of the receipt and the Enter Pre-
Auth. Amount prompt appears.

5. Key in the pre-authorization amount and press Enter. The terminal displays
Host Response screen (indicating the Pre-auth. amount and the card number)
while it communicates with the Host.

6. When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the text Obtain Customer Sig-
nature. The terminal finishes printing the Merchant copy of the receipt. The
Next Copy button appears.

7. Tear off the receipt.

8. Press Next Copy. The Host Response screen is updated with the prompt Pro-
vide Transaction Record and the Cardholder copy of the receipt is printed.

* If atip isexpected:

9. Tear off the receipt and give the customer both the Merchant and Customer
copies of the receipt along with their Credit card.

10. Have the customer indicate the tip and tip-plus-purchase total amounts on the
Merchant Copy, sign the Merchant Copy and return it to you. Keep this copy
for your records and for reference during the Advice transaction. The cus-
tomer keeps the Cardholder copy.

If funds are being held for areservation:

9. Keep the Merchant Copy for reference during the Advice transaction.

10. Tear off the Cardholder receipt and give it to the customer along with their
Credit card.

11. Press Exit. Theterminal returns to the Idle screen.
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9.6: Advice

This transaction is performed after a Pre-Authorization transaction or a Voice
Authorization (for paper Sales Draft) to confirm that the amount on hold should
be transferred to your account.

Note: If the amount of the Advice transaction is substantially lower than the
amount of the Pre-Authorization transaction, call the Credit Card
Company and ask them to release the difference in the amounts to the
Cardholder’s Open-to-Buy.

There are two ways to perform an Advice transaction:

» by the sequence number (the last six digits of the Receipt Number on the Pre-
Auth receipt).
* by card number (also called the account number).

9.6.1: Advice by Sequence Number

From the | dle screen:

1. PressMenu. The Financial Transactions menu appears.

2. Select Advice. The Advice Find Original? prompt appears.

3. Select Yes. The Enter Sequence No. of Original Trans prompt appears.

4. Keyinthelast six digits of the receipt number (without the dash) on the Pre-
Auth receipt and press Enter. The terminal displays the card number and the
prompt Press Enter to Continue.

5. Check the number displayed against the Card Number on the Pre-auth receipt:
e |If they match, pressEnter. The Old Amount = $S###.## Enter New Amount

prompt appears.
» If not, press Exit. The Idle screen reappears. Check the card number and
try the transaction again.

6. To accept the Old Amount displayed: press Enter.

OR

To change the amount: key in anew amount and press Enter.

The terminal prints the beginning of the Merchant copy of the receipt and dis-
plays the Host Response screen (indicating the Advice amount) while it com-
muni cates with the Host.

7. When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the text Obtain Customer Sig-
nature. The terminal finishes printing the Merchant copy of the receipt. The
Next Copy button appears.

8. Tear off thereceipt. If the customer is present, have the customer sign the
receipt and return it to you. Keep the Merchant copy for your records.

9. PressNext Copy. The Cardholder copy of the receipt is printed. The Host
Response screen is updated with the prompt Provide Transaction Record.

10. Tear off thereceipt. If the customer is present, give the Cardholder copy to the
customer.

11. Press Exit. The terminal returnsto the Idle screen.

Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 75



Credit Financial Transactions

9.6.2: Advice by Card Number

If you have an PINSmart (eN-Crypt 1200) PINPad connected to your terminal,
refer to Section D.3.2: Other Credit Transactions with Tip Entry Enabled for
instructions.

From the Idle screen:

1

2.
3.
4

8.

0.

Press Menu. The Financial Transactions menu appears.

Select Advice. The Advice Find Original? prompt appesars.

Select No. The Enter Account Number prompt appears.

Key in the Card Number (found on the Pre-Auth receipt) and press Enter. The
Enter Expiry Date (MMYY) prompt appears.

Key in the four-digit expiry date (found on the Pre-Auth receipt) and press
Enter. The Enter Original Authorization Number prompt appears.

Key in the authorization number (AUTH. # on the Pre-Auth receipt) and press
Enter. The termina prints the beginning of the Merchant copy of the receipt.
The Enter Advice Amount prompt appears.

Key in the Advice amount and press Enter. The terminal prints the beginning
of the Merchant copy of the receipt and displays the Host Response screen
(indicating the Advice amount) while it communicates with the Host.

When the transaction is approved, the Host Response screen is updated with
the Approved text, the transaction number and the text Obtain Customer Sig-
nature. The terminal finishes printing the Merchant copy of the receipt. The
Next Copy button appears.

Tear off the receipt. If the customer is present, have the customer sign the
receipt and return it to you. Keep the Merchant copy for your records.

Press Next Copy. The Cardholder copy of the receipt is printed. The Host
Response screen is updated with the prompt Provide Transaction Record.
Tear off the receipt. If the customer is present, give the Cardholder copy to the
customer.

10. Press Exit. The terminal returns to the Idle screen.
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0.7: Toremove a Pre-Authorization Transaction

You may occasionally have Pre-Authorization transactions in the terminal mem-
ory that you know will not be completed. These transactions can be removed from
the terminal’s memory one by one as follows:

From the I dle screen:

1

2.
3.
4

Press Menu. The Financial Transactions menu appears.

Select Advice. The Advice Find Original? prompt appears.

Select Yes. The Enter Sequence No. of Original Trans prompt appears.

Key inthelast six digits of the Receipt Number (without the dash) on the Pre-

Auth receipt and press Enter. Theterminal displaysthe Card Number with the

Press Enter to Continue prompt.

Check the number displayed against the Card Number on the Pre-auth receipt:

» |If they match, pressEnter. The Old Amount = $###.## Enter New Amount
prompt appears.

» If not, press Exit. The Idle screen reappears. Check the card number and
try the transaction again.

To clear the amount, press the O (zero) key then press Enter. The Remove

Pre-Auth From Memory? prompt appears.

Select Yes to remove the Pre-Auth Purchasing Card transaction from the ter-

minal memory. The terminal displays Removed for five seconds then returns

to the Idle screen.
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0.8: ‘Enter Purchase Amount’ Idle Screen I nstructions

If your terminal has a PINSmart PINPad (eN-Touch 1200) attached to it, the ter-
minal displays the Enter Purchase Amount Idle screen and the order of the Swipe
Customer Card and Enter Amount prompts are reversed for ALL financia trans-
actions.

Two examples are provided below of the steps that are changed.

Credit Purchase from the Enter Purchase Amount | dle Screen

Substitute the following three steps for Steps 1, 2 and 3 of the Credit Purchase
instructions in Section Credit Purchase.

From the Idle screen:

1. Key inthe Purchase Amount and press Enter. The Swipe Customer Card
prompt appears.

2. Swipethe customer’s Credit card on the terminal. The Enter Last 4 Digits
prompt appears.

3. Keyinthelast four digits of the customer’s Credit card number and press
Enter.

Continue with the Credit Purchase instructionsin Section Credit Purchase starting
with the Host Response screen in step 3.

Credit Purchase Void from the Enter Purchase Amount I dle Screen

Substitute the following four steps for Steps 3, 4, 5 and 6 of the Credit Purchase
Void instructions in Section Purchase Void.

After you have swiped the POS Admin Card in step 2, the Enter Purchase Void
Amount prompt appears.

3. Key inthe amount to be voided and press Enter. The Enter Original Authoriza-
tion Number prompt appears.

4. Key inthe authorization number found on the original receipt and pressEnter.
The Swipe Customer Card prompt appears.

5. Swipethe customer’s Credit card on the terminal. The terminal displaysthe
prompt Enter Last 4 Digits.

6. Keyinthelast four digits of the customer’s card number and press Enter.

Continue with the Credit Purchase Void instructions in Section Purchase Void
starting with the Host Response screen display in step 7.
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9.9: Completing a Paper Sales Draft

Use one of the following procedures to complete a Credit or Refund transaction
when the 31001 P terminal is down. Floor limits are established by Moneris. Con-
tact your Moneris account manager or sales representative for more information.

If the transaction amount is LESS than your floor limit:
1. Takeanimprint of the customer’s Credit Card using the imprinter.
» Ensure that the Card Number, Issue Date, Expiry Date and Cardholder
Name are legible.
2. Print the transaction date and amount on the Sales Draft.
3. For aPurchase: have the customer sign the Sales Draft.

IMPORTANT: Compare the signature on the back of the Credit
Card to the customer’s signature on the Sales Draft.
Report any differences in signature and name to the
Moneris Authorization Centre.

For aRefund: 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.

Call the Moneris Merchant Service Centre to report the terminal problem.

6. When the 31001 P terminal is operational again, process the transaction on the
terminal keying in the Credit Card number and expiry date.

7. Attach the Merchant Copy of the receipt to the Merchant Copy of the Sales
Draft and retain the two copies for your records.

o

If the transaction amount isMORE than your floor limit:

1. Takean imprint of the customer’s Credit Card using the imprinter.

*  Ensurethat the Card Number, Issue Date, Expiry Date and Cardholder
Name are legible.

Print the transaction date and amount on the Sales Draft.

3. Contact the Moneris Authorization Centre to obtain a Voice Authorization

Number for the transaction.

Write the Voice Authorization Number on the Sales Draft.

For a Purchase: have the customer sign the Sales Draft.

IMPORTANT: Compare the signature on the back of the Credit
Card to the customer’s signature on the Sales Draft.
Report any differences in signature and name to the
Moneris Authorization Centre.

For a Refund: sign the Sales Draft yourself.

6. Provide the customer with the Cardholder Copy of the Sales Draft and retain

the Merchant Copy for your records.

Call the Moneris Merchant Service Centre to report the terminal problem.

8. When the 31001 P terminal is operational again, process an Advice transaction
(see Section 9.6: Advice).

9. Attach the Merchant Copy of the receipt to the Merchant Copy of the Sales
Draft and retain the two copies for your records.

N

o &

~
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Chapter 10: 3100IP Help System

Assistance is available on the 31001 P with the press of a button. Simply press the
? button on the top-left corner of the touch screen to access information about the
screen you were just viewing. Then press the ?? button to access a Help screen
with an alphabetical list of 31001P Help topics and a Search button.

Theinformation in the Help system is displayed in the current terminal language.
To change the terminal language, exit the Help system, change the language using
the Term Lang button or the Lang button and re-enter the Help System.

Help topics may contain hyperlinks to other topics: select the highlighted text to
view that Help topic.

10.1:Context-Sensitive Help

Thistype of Help providesinformation related to the screen on which you pressed
the ? button.

To view the Context-Sensitive Help:

»  Pressthe? button on any screen. A Help popup window appears on top of the
current screen and the sections of that screen that are till visible are greyed
out.

To scroll through the information in the Help popup window:
* Usethearrow buttons at the bottom of the screen.

To close the Help popup window:
* PressExit at the bottom of the screen. The screen on which you originally
pressed the ? button appears.

10.2: 31001 P Help Topics

Help Topics provide more detailed information about transactions and configura-
tion options. There are two ways to look through the alphabetical list of Topics:
scrolling through the Index and using the Search facility.

To open the Help Topics screen:
1. Pressthe ? button on any screen. The Context-Sensitive Help popup window

appears.
2. Pressthe ?? button. The Help Topics screen appears.

To leavethe Help System, from any Help screen:
» Press Exit. The screen on which you originally pressed the ? button appears.
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10.2.1: On-line Help Index

The On-line Help Index, titled Help Topics, isthe first help screen that appears
after you press the ?? button. It consists of an alphabetical list of 31001P Help
topics with an ABC button and a 123 button for navigating through the list, and a
Search button.

To scroll through the list of Help Topics:
e Usethe arrow buttons at the bottom of the screen.

To navigate through thelist of Help Topics:

1. PressABC or 123. A keypad appears with atext box that displaysthe text and
numbers you enter.

2. Key inthefirst few letters of the topic you wish to find and press Enter. The
Help Topics screen reappears.
» |f thetopic exists, the matching list item is highlighted.
» If thetopic does not exist, the closest matching list item is highlighted.

To view aHelp Topic:
1. Select thetopic list item. The information appears on the screen.
2. PressBack to return to the Help Topics screen.

If you press the ? button on the Help Topics Index, a Help Topic screen or the
Search screen, a brief description of the Help System will appear.

10.