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Chapter 1: Introduction

1.1: Using This Manual
This Merchant Operating Manual describes the HiSpeed 3100IP 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 a quick overview of what each chapter covers:

Chapter 2: About the HiSpeed 3100IP describes the physical components 
of the system and how to take care of them.

Chapter 3: Features & Procedures describes the 3100IP’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 Mode 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 provides instructions 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-
dures for enabling Multi-terminal Reporting and processing reporting transactions 
when this feature has been enabled.

Appendix C: Moneris Solutions Ethernet 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.
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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 cheque authorization company.

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

Appendix K: Error Messages & Troubleshooting lists the error message 
you may encounter on the 3100IP 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 Transelect 
system with their Admin Codes and the 3100IP menu containing that function.

1.2: Merchant and Terminal Information
Merchant Name:                                                                                 

Merchant Location:                                                                            

Moneris Merchant ID Number:                                                           

Initialization Telephone Number:                                                          

Configuration Code:                                                                           

1.3: Contacting Moneris Solutions
Call the Moneris Merchant 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
• Terminal set-up

Available 24 hours a day, 7 days a week.

Contact Moneris Authorization at: 
                    1-866-802-2637 toll-free
for assistance with:
• Voice authorizations 
• Code 10 situations
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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.moneris.com/merchant/manuals/index.html and select HiSpeed 3100IP.

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

To download a copy of the 3100 IP Quick Reference Guide for Loyalty Programs, 
visit www.moneris.com/merchant/qrguides and select 3100IP Loyalty Pro-
grams.
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Chapter 2: About the HiSpeed 3100IP

Your HiSpeed 3100IP terminal 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 3100IP system consists of the 3100IP 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 3100IP, 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: The Terminal
The 3100IP terminal consists of a touch 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: The Touch Screen
The interface is a touch-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.

The Idle Screen
The Idle screen is displayed when your 3100IP 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 appears if there is no PINPad or there is a PINPad 
II 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 appears if there is an PINSmart (eN-Crypt 
1200) PINPad attached to the terminal. It displays the default transaction type 
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(Purchase or Pre-Authorization) over the prompt Enter Purchase Amount and 
a numeric 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.

Standard Transaction Screens

The Standard Financial Transaction screen

The Standard Selection Screen

Prompt Area

Terminal Status Area

Data Entry Display Box

Variable Screen Area
(Numeric keypad displayed)

Terminal Status Area

Prompt Area

Variable Screen Area
(List with Choice 5 selected
  displayed)
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The Standard Host Response Screen

Terminal Status Area

Variable Screen Area

(Approved Purchase 
 response displayed)

Navigation Button
(Next Copy button

Host Response Area

  displayed)
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Standard Screen Areas
The following tables provide definitions of the standard screen areas identified in 
the illustrations 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
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Variable Screen Area
This area changes depending on the activity you are performing.  It may contain: 

• a list of items to choose from
• one of a variety of keypads with text boxes to input data
• navigation buttons
• a message 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.
• that is 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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Standard Touch Screen Buttons
Note: If a button is “greyed out” or dimmed, this means it 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:
Finan, Admin, Config
Reprint, Next Copy
Term Lang

These oval-shaped buttons appear above the naviga-
tion arrows on the menu screens.
Use these buttons for moving to a different screen 
(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:
Left , Up , 
Down , Right 

Use these buttons to move through lists of options or 
displayed text, or through characters you have input

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.
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Alphanumeric Keypads

2.1.2: The Printer
A thermal printer is attached to the back of the 3100IP 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 (MSR) is incorporated into the body of the 3100IP 
terminal. It resides in a slot that runs along the right-hand side of the terminal. 
When you slide (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.

KEYPAD FUNCTION

Upper Case Alpha Letters A-Z, Space, abc, 123, and áçè buttons.
Use these keys to enter your Terminal ID, receipt text, 
etc.

Lower Case Alpha Letters a-z and Space, ABC, 123, and áçè 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 áçè 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.
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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 3100IP has eight connectors on its back, hidden by a cover panel:

• one I/O port for each of the following communication methods (only one of 
these ports can be active at a time): 

• DIAL for dial-up communication over an analogue line
• LAN for 3201 LAN communication
• ETHERNET for Ethernet LAN communication over Internet or 

MPLS service
• two PINPad ports:

• RS232 SPED port for an RS232 enabled PINPad
• TTL SPED port for a TTL enabled PINPad

• one power port
• POWER 24VDC

• two Auxiliary sockets (for future use):
• AUX1
• AUX2

2.2: The Cables
The standard 3100IP terminal comes with two cables, the power cable and a com-
munications cable. If you are processing Debit transactions, your will also receive 
a PINPad cable. 

The power cable is in two pieces. One piece consists of the power supply box and 
a cable that ends in a plug that is inserted into the terminal’s “POWER 24VDC” 
port. The other piece consists of a cable with two plugs, one is inserted 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:

• Dial communications: RJ-11 connectors
• 3201 LAN communications: RJ-12 connectors
• Ethernet communications: RJ-45 connectors.

The communication cable connects the 3100IP terminal to the communications 
device (e.g., a telephone jack, an Ethernet wall jack). One end of the cable is 
inserted into the appropriate I/O port on the 3100IP, the other into the appropriate 
communications device.

If you process Debit transactions, you will have a PINPad with an attached cable 
ending in either a TTL connector (looks like a phone connector) or an RS232 con-
nector. The connector is inserted into the appropriate “SPED” port on the termi-
nal.
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2.3: The PINPad
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 
3100IP you must attach a PINPad. The PINPad II PINPad (also called the eN-
Crypt 150) and the PINSmart (also called the eN-Crypt 1200) PINPad have been 
certified for use with the 3100IP.

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

PINPad Keys

2.4: Care of the Components
Proper care of your 3100IP 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 use a pen or pencil tip, fingernails or other sharp objects on the touch 

screen.
• DO clean the touch screen with a damp cloth rinsed in a mild soap solution.
• Do NOT use solvents, cleaning fluids or abrasives on any part of the terminal.
• Clean the Magnetic Stripe Reader (MSR) periodically, using the cleaning card 

provided with your 3100IP system. To obtain additional MSR cleaning cards, 
contact your terminal supplies provider listed in Section Terminal Supplies.

• Use only 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).

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
ANNUL

Red Use this key to cancel the current debit 
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
ENTER
ENTRER

Green Use this key to complete the PIN, accept 
amounts displayed and approve the trans-
action.
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• 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.)
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Chapter 3: Features & Procedures

Your HiSpeed 3100IP terminal can be set up to accept and process a variety of 
cards including 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 a tip entry on a PINPad for both debit and credit 
transactions.

3.1: Standard Features
These features are available for all configurations of the HiSpeed 3100IP.

3.1.1: Menu driven interface
All interaction with the 3100IP 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 3100IP menu can be found in Transelect Code Equivalents if 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: It is 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-line Help System
3100IP’s on-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 press the ?? button inside the on-line help to access 
an index of 3100IP topics and a search screen. See Chapter 10: 3100IP Help Sys-
tem for details and instructions.

3.1.4: POS Administrative Card
The POS Administrative (Admin) Card is required for refunds, purchase voids 
and configuration functions if your 3100IP terminal processes Debit transactions. 
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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 a POS 
Admin Card.

3.1.5: On-screen Calculator
The 3100IP 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 a transaction (See Chapter 11: On-Screen Calculator for detailed information).

3.1.6: Stored Transactions
The 3100IP can store up to 1000 approved Credit and Debit transactions in 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 is therefore lost. Moneris recommends printing a list of all transactions on the 
old terminal before disconnecting it then installing the new terminal.

3.1.7: Training Mode
Training mode on the 3100IP enables 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 3100IP terminal displays text in either English or French.

The initial message on the PINPad (if a PINPad is attached to the 3100IP) is 
always 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.



Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 17

Features & Procedures

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 language is 
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 is masked, i.e., an ‘*’ is printed for each remaining digit in the card 
number. Both debit card and credit card numbers are masked.

3.2: Standard Procedures
These procedures are followed for all configurations of the 3100IP.

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 a transaction, 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 is a 
Code 10. This will alert the Moneris operator without alarming your customer. 
The operator will ask you some “Yes/No” questions and then provide instructions. 

Reasons for calling in a Code 10 include:

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

• the card appears to have been tampered with.
• the name on the card is inconsistent with the person’s gender.
• the customer is purchasing an unusual number of expensive items.
• 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 the last four digits of a credit card number after the card has been swiped. 
The PAN Fraud Check then compares the keyed-in digits to the information con-
tained in the card’s magnetic stripe to ensure they match.

3.2.5: Shortcuts
The 3100IP 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 begins immedi-
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 process the 
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. The terminal 
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 
changes immediately.

The terminal display language will remain changed until the Lang or Term Lang 
button is pressed again, even if the terminal is logged 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.
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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 returns to 
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 is first swiped.

3.2.9: Cancelling a Transaction
To cancel a transaction at any time during the transaction:

1. Press Exit 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 the receipt or report has begun printing, the text * TRANSACTION CAN-
CELLED * will be printed on the receipt or report.

3. The Idle screen reappears.

3.3: Optional Features
These features may be available on your 3100IP depending on your Configuration 
Code and the configuration of your Merchant ID on the Moneris Host. If the fea-
ture is available and you wish to use it, you must enable and configure the feature. 
If you do not wish to use an enabled feature, you can 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 this feature 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 a transaction is performed on the 3100IP. This allows you to produce 
reports tracking financial totals and number of transactions for each Clerk ID or 
group of Clerk IDs.
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3.3.3: Tip Entry on PINPad
This feature gives your customers the option of adding a tip amount to Debit and 
Credit purchase transactions on the PINPad before they enter their PIN. It is gen-
erally used in restaurants.

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

3.3.4: Tip Line on Credit Card Receipts
This feature gives your customers the option of adding a tip amount to Credit 
transactions by indicating the tip amount on the Merchant copy of the receipt. It is 
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, a restaurant or a hotel, you may wish to have 
your Idle 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: Private Label 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 
Issuer, 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
This feature allows you to give your customers the option of paying with a cheque 
while reducing your risk of accepting an NFS cheque. Use the 3100IP terminal to 
connect to a cheque authorization service and obtain approval using your cus-
tomer’s driver’s license 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 
data to help customers with cost allocation, tax compliance and account reconcili-
ation.

If this feature is 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 purchases in 
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 a credit 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 3100IP 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 a loy-
alty 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 3100IP. Contact your 
Moneris sales representative for further details on this program.

3.3.13: Clerk Subtotalling
This feature provides you with the option of obtaining Subtotals for one clerk 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 3100IP check its terminal 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 IDs that 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 same time.

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

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

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 
Totals report 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 3100IP’s memory since the last batch was closed.



Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 23

Chapter 4: Configuring Your Terminal

Before you begin using your 3100IP 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 3100IP
The 3100IP terminal does not have an ON/OFF switch. To turn on the terminal, 
simply plug it into a power outlet as outlined below.

1. Insert the smaller end of the 3100IP terminal’s power cord into the terminal’s 
POWER 24DVC 2A port.

2. Insert the other end into a power outlet. The Loading status message appears 
on the terminal’s touch screen with a list of the hardware version, the system 
software and the application software in use. 

3. The terminal displays Please Wait/Attendre SVP while it performs a self-test, 
then displays Moneris #### (‘####’ is the Moneris Debit/Credit software ver-
sion number) when the self-test is complete.

4. If this is the first time you have turned on the 3100IP:
• the Configuration Shortcut will begin.

If you have already configured your terminal and are NOT logged on:
• the Idle screen will appear with the prompt Ready Please Logon 

If you have already configured your terminal and are logged on:
• the Idle 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-line Help in the Shortcut
The Help Topics menu in the 3100IP Help System is available 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. Press Exit to continue the Shortcut. The Enter Configuration Code prompt 
appears.

3. Key in the 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. The terminal and any attached devices are tested in the following order:

• the printer
• 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 as they 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 all devices have been tested, the configuration types available.

Note: If any of the peripheral device tests fail, 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. Press Exit 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. 
Go to 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 
menu.
OR
- If you wish to use the default settings for all parameters, simply 
press Exit on the General Parameters menu. 
Go to 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: Yes or No
b. Number of Receipt Copies?: 1, 2 or 3
c. Audible Key Click?: Yes or No
d. Trailer Message?: Yes or No. If Yes:
     - Enter English Trailer Message
    - Enter French Trailer Message

e. Purchasing Card On?: Yes or 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 

Information)
7. When the parameters have been set up, the terminal 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 

to step 9.
8. Swipe your POS Admin Card.
9. The terminal displays the status prompt Logon while it 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. The terminal 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.

The terminal is now ready to begin processing transactions.
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4.2.2: Restarting the Shortcut
While the Shortcut is in progress, you can restart the Shortcut at any time:

1. Press Restart in the top 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. Press Exit 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:

1. Press Menu.
2. Press Config. The Terminal Configuration menu appears.
3. Select General Parameters.
4. Select each parameter individually and key in the settings.
5. Press Exit on the General Parameters menu.
6. 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. Press Admin. The Administrative Transactions menu appears.
8. Select Host Initialization. The Enter Merchant ID prompt appears.
9. Key in your Merchant ID and press Enter. The Enter Initialization Phone 

Number prompt appears.
10. Key in the 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. Press Menu. The Administrative Transactions menu appears.
12. Select Logon.

• If your terminal is configured to process Debit transactions, the 
Logon Swipe Admin Card prompt appears. 
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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. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Intro Shortcut. The Intro Shortcut will appear in the On-line Help 

screen.
4. Press  (the down arrow) to scroll through the text.
5. Press Exit to return to the Idle screen.
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4.4: The Terminal Configuration Menu
The Terminal Configuration Menu contains a list of parameters and programs that 
can be enabled and configured on the 3100IP 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 3100IP Configuration Parameters in the 
order they appear on the Terminal Configuration menu with the section in this 
manual that describes them.

Table 1: 3100IP 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: AIR MILES Configuration
ERNEX Configuration I.2: Ernex Configuration
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4.5: 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 3100IP Prompts)

4.5.1: Receipt Format
This includes 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. Select Pre-Auth Tip Line. The Pre-Auth Tip Line? prompt appears.
2. Select Yes to print a line on the receipt for the customer to indicate a tip 

amount on pre-authorized Credit Card and Third Party Card transactions. The 
General Parameters menu reappears.

3. Select Credit Signature Line. The Credit Signature Line? prompt appears.
4. Select Yes to print a line 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.

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

• 1 Copy, only one copy will be printed.
• 2 Copies, the first copy will have “Merchant Copy” printed on it, the 

second copy will have “Cardholder Copy” printed on it.
• 3 Copies, the first 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.
6. 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 alphabetic keypad. 

7. 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. 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. 

9. 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 àçé to display a keypad of accented characters.
Press abc to display a lowercase alphabetic keypad.
Press 123 to display a numeric keypad.

10. Select Enable Trailer Message. The prompt Trailer Message? appears.
11. 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 3100IP Prompts
This includes 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 a reminder during the Close Batch 
transaction to check that the host totals and terminal totals match.

From the General Parameters menu:

1. Select Invoice Numbers. The Invoice Numbers? prompt appears. The default 
is No.

2. 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.

3. Select Balanced Prompt. The Balanced Prompt? prompt appears. The 
default is No.

4. 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 via the 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 is too dark or too light 
and recalibrate the touch screen.

Change Screen Contrast
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears. 
3. Scroll down and select Screen Control. The Swipe Admin Card prompt 

appears.
4. 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 
appears in white text on a black item.

6. Select the contrast level list item that represents the contrast level you want on 
the touch screen and press Enter. The terminal displays Please Wait while the 
new setting is saved. 

7. When the setting is saved the Screen Control prompt reappears.
8. Press Exit to return to the Terminal Configuration menu.

Change Screen Alignment
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears. 
3. Scroll down and select Screen Control. The Swipe Admin Card prompt 

appears.
4. Swipe the POS Admin Card. The Screen Control prompt appears.
5. 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.
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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.

8. 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. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Printer Control. The Swipe Admin Card prompt 

appears.
4. Swipe the POS Admin Card. The Printer Density prompt appears.
5. Select the option you prefer. The default is Medium. The printer will print a 

single line at the density you selected.
6. 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. Press Menu. The Financial Transaction menu appears.
2. Press Config. 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-
munication 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

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 3100IP 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 slave in 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.

APPLICATIONS 3101
/ DIAL

3201
LAN

PUBLIC INTERNET PRIVATE INTERNET

STAND-
ALONE

LAN /
MULTIPLE
TERMINALS

STAND-ALONE
LAN /
MULTIPLE
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
Via B24 HOST

X X X X X X
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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 all the parameters in 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, simply press Enter to 
keep that value and return to the Dial Communications Setup menu.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select General Parameters. The General Parameters menu appears.
4. Ensure that 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. Press Exit. The Terminal Configuration menu reappears.

5. Select Dial Communications. The Dial Communications Setup menu 
appears with a list of parameters and their current values.

6. To change the PBX Prefixes for the seven-digit local telephone 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. Key in the local PBX prefix (min. 1 digit, max. 20 digits, e.g. 9) and press 

Enter. The Dial Communications Setup menu reappears.
• If you wish to force the terminal to use pulse dialling, press the 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 in the long distance PBX prefix (min. 1 digit, max. 20 digits, e.g. 1 

800) and press Enter. The Dial Communications Setup menu reappears.
• If you wish to force the terminal to use pulse dialling, press the Pulse 

Dial button to enter a “P” before the prefix.
7. To change the modem speed for the primary and backup lines:
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a. Select Primary Line Speed. The Primary Line Speed? prompt appears.
b. Select the list 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 the list item with the appropriate Baud rate. The default is 1200 

Baud. The Dial Communications Setup menu reappears.
8. To set the terminal to check or not check that the phone line is 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 dialling 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 the list item with the appropriate dial speed. The default speed in 10 

dps. The Dial Communications Setup menu reappears.
10. To change the number of seconds the 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 a keypad.
b. Key in a value (min. 0.25, max. 5.00 seconds) and press Enter. The default 

is 0.25 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.

The terminal is once again ready to communicate with the Moneris Host.
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4.9: LAN Communication Parameters
You must set up one 3100IP terminal in the LAN as a LAN Master station and the 
remaining terminals in the LAN as LAN slaves in order to allow the terminals to 
communicate with the Moneris Host over a 3201-based LAN connection.

4.9.1: Configure Terminal as LAN master station
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select General Parameters. The General Parameters menu appears.
4. Ensure that 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. Press Exit. The Terminal Configuration menu reappears.

5. To identify this terminal as the master terminal:
a. Select LAN Master Terminal. The Testing LAN for Activity prompt appears 

while the terminal checks the LAN port for activity.
• If the port is active, the LAN Master Station? prompt appears.
• If there is no 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 3100IP terminal and try the configuration again. 

b. Select Yes to set this terminal as the 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.

c. 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.

6. To key in the total number of terminals in the LAN:
a. Select No. of LAN Terminals. The Number of LAN Devices prompt 

appears with a numeric keypad.
b. Key in the total number of terminals including the master terminal (min. 1, 

max. 16) and press Enter. The General Parameters menu reappears.
7. To key in the poll code for this terminal:

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

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

The General Parameters menu reappears.
8. Press Exit to return to the Terminal Configuration menu.
9. Press Exit. The Idle screen appears.

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



Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 37

Configuring Your Terminal

4.9.2: Configure Terminal as LAN slave
You must set up one 3100IP terminal as a LAN Master station before you can set 
up any terminals as LAN slaves.

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 alpha-
numeric keypad.

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

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

The terminal 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 
receive 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 3100IP 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 3100IP 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. The terminal 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 3100IP 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

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

TERMINAL 
ETHERNET 
TYPE

STANDALONE 
TERMINAL

LAN - 
MULTIPLE TERMINALS *

Dynamic

• terminal detects values 
automatically from ISP

• Merchant’s ISP 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 ISP 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
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Table 4: Terminal Address Information - PRIVATE INTERNET

* It is possible to have 3100IP 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 instructions in step 4. of section 4.10.3: Static Address 
Assignment.

4. Configure the Moneris Host information on the terminal. See section 4.10.5: 
Host IP 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.

TERMINAL
ETHERNET
TYPE

STANDALONE TERMINAL LAN - 
MULTIPLE TERMINALS *

Dynamic

• 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
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4.10.3: Static Address Assignment
From the Ethernet Setup menu:

1. Select Ethernet Type. The Ethernet Type menu appears.
2. Select Static. The Ethernet Setup menu reappears.
3. Enter the terminal’s IP settings:

a. Select Static IP Settings. The Static IP Settings menu appears.
b. Select Terminal Address. The Terminal Address prompt appears.
c. Key in the Terminal Address (min. 1, max. 15 alphanumeric characters) 

and press Enter. The Static IP Settings menu reappears.
d. Select Terminal Mask ID. The Terminal Mask ID prompt appears.
e. Key in the Terminal Mask ID (min. 1, max. 15 alphanumeric characters) 

and press Enter. The Static IP Settings menu reappears.
f. Select Terminal Gateway. The Terminal Gateway prompt appears.
g. Key in the 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.

4. 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 in the 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 in the Secondary DNS Address (min. 1, max. 15 alphanumeric charac-

ters) and press Enter. The DNS Address menu reappears.
f. Press Exit. The Ethernet Setup menu reappears.

5. Configure the Moneris Host information on the terminal. See section 4.10.5: 
Host IP 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.

4.10.4: Other Ethernet Parameters
The following Ethernet parameters appear on the Ethernet Setup menu. Do NOT 
alter their settings from the default values unless instructed 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 IP Parameters
The Moneris Host IP parameters must be entered manually on each terminal indi-
vidually. A Moneris Installer will walk you through the Moneris Host IP 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 IP 
parameters.

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

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

Table 5: Host IP Information Required on the Terminal

* IP Address example:  ###.###.###.### (min.7, max. 30 alphanumeric 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. Swipe the 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 IP Name. The Host Info menu 

appears.
c. Select Host Name. The Host Name prompt appears.
d. Key in the Moneris Host IP Name (provided by Moneris; min.1, max. 30 

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 in the Host Port Number (provided by Moneris) and press Enter. The 

Host Info menu reappears.

HOST IP INFO 
ON TERMINAL

PUBLIC INTERNET PRIVATE INTERNET

REQUIRED? VALUE REQUIRED? VALUE

One of:
• Host IP Address *
• Host IP Name

Yes
provided by Moneris 
during terminal 
installation and 
training

Yes
provided by Moneris 
during terminal 
installation and 
trainingHost Port Number ** Yes Yes

SSL Yes Yes DO NOT USE No
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4.10.7: Entering Host Parameters by 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. Swipe the 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 Address to enter the Moneris Host IP Name. The Host Info 

menu appears.
c. Select Host Address. The Host Address prompt appears.
d. Key in the Moneris Host 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 in the 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. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Print Configuration. The terminal displays the report name, Print Con-

figuration Parameters, while the terminal settings print.
4. 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 3100IP 
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. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Restore Factory Defaults. The Destroy All Information? prompt 

appears.
4. Select Yes to restore the terminal settings to 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 employees to learn how to operate the 3100IP 
terminal without affecting your terminal total amounts, your financial accounts 
and your customers’ accounts.

You can practice most Administrative and Financial transactions in 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 while in Training Mode. 

5.1: Enter Training Mode
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 is Enter 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 Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Enter Training Mode. The Clear Training Totals? prompt appears.
4. Select Yes to clear the training totals amount to zero and enter transactions in 

Training Mode
OR
Select No to leave the training total amounts as they are and enter transactions 
in Training Mode.
The terminal returns to the Idle screen with the Ready For Training prompt at 
the top of the screen.

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. Press Menu. The Financial Transactions menu appears.
2. Press Config. 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 normal mode. They 
WILL affect your terminal totals, your financial accounts and your customers’ 
accounts.

5.3: Transactions Available in 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 CREDIT
CARD

DEBIT
CARD

PRIVATE
LABEL

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 3100IP fea-
tures that require communication with the Moneris Host. These include daily 
functions such as logging on and off, producing reports and processing end-of-day 
settlement, and occasional functions such as Host Initialization.

6.1: Initializing the 3100IP Terminal
This function sends information about the 3100IP 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 3100IP termi-
nal to process any transactions.

Initialization is performed automatically during the Configuration Shortcut how-
ever, if the Shortcut is interrupted, 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 Initialization)
If you abandoned the Configuration Shortcut you will need to perform this trans-
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. Press Menu. The Administrative Transactions menu appears.
2. Select Host Initialization. The Merchant ID prompt appears with a numeric 

keypad.
3. Key in the 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 in the Initialization Phone Number (min. 7 and max. 16 numeric digits) 
and press Enter.
Note: This prompt appears only if your communications type is “Dial” OR 

your terminal is not configured to “Dial” and is not polling the LAN or 
3201 Host.

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

6. After a successful Initialization, the terminal beeps and returns to the Idle 
Screen with the Ready Please Logon prompt. 
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The Initialization is complete and the terminal is now ready to perform financial 
transactions whenever it is logged 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 time to time.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Host Initialization. The Retain Current Merchant Settings? prompt 

appears.
• To retain the current Merchant ID and Initialization Phone Number settings, 

select Yes. Go to step 6.
• To change these two settings, select No. The Enter Merchant ID prompt 

appears.
4. Key in the Merchant ID using the keypad on the screen (min. 13 and max. 19 

alphanumeric characters) and press Enter. The Enter Initialization Phone 
Number prompt appears.

5. Key in the Initialization Phone Number (min. 7 and max. 16 numeric digits) 
and press Enter.
Note: This prompt only appears if your communications type is “Dial” OR 

your terminal is not configured to “Dial” and is not polling the LAN or 
3201 Host.

6. The terminal communicates with the Moneris Host and displays the Host Ini-
tialization status prompt.

7. After a successful Initialization:
• the terminal beeps and the Do You Wish to Clear Storage? prompt 

appears.
OR

• if you entered a new 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.

8. 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.

The terminal is now ready to perform financial transactions whenever it is logged 
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 
live financial transactions and reporting transactions that require information from 
the Host.

You should Logon to your 3100IP 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 is required to 
Logon.

1. Press Menu. The Administrative Transactions menu appears.
2. Select Logon. The Swipe Admin Card prompt.
3. Swipe the 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.
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. This will give you a print-out of the transactions 
in the Batch before the Close Batch clears the terminal’s memory.

6.3.1: Close Batch
This function requests and prints current batch totals, and sends a close batch 
request 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
• the Multi-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 Moneris Host 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 a terminal that connects only to the Moneris Host, 
from the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Close Batch. The Enter Clerk ID prompt appears.
4. Key in the Clerk 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. Go to step 7.

5. Select Yes to close the batch.
• If the Balanced Prompt is enabled, the Are Totals Balanced? prompt 

appears. Go to step 6.
• If the Balanced Prompt is not 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. The terminal displays Close Batch while it completes the Close Batch request 
to deposit the funds into your account and the report completes printing. 

8. The Idle 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 a terminal that connects to the Moneris Host AND at 
least one Third Party Host, from the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Close Batch. The Enter Clerk ID prompt appears.
4. Key in the Clerk ID and press Enter

OR
Swipe the Clerk ID Card. The Clerk ID appears for 3 seconds.
The Close All Batches or Select By Host? prompt appears.

5. To close all batches, select All. The terminal displays Close Batch while it 
communicates with each of the Hosts. Go to step 7.
OR
To close specific Hosts, select By Host. The Moneris Host? prompt appears.

6. Select Yes to perform a Close Batch on the Moneris Host.
OR
Select No to leave the Moneris Host as is.
The Other Host #? prompt appears (# = the Host number).

7. 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 as is.
The Other Host #? prompt appears until all Third Party Hosts have been dis-
played in numerical order.

8. When all Third Party Hosts have been displayed and selected or left as is, the 
terminal displays Close Batch while the 3100IP communicates with each 
selected Host then begins printing the report for the first selected Host. The 
Select Close? prompt appears for each Host.

9. Select Yes to close the batch.
• If the Balanced 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. Go to step 7.

10. 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.

11. Repeat steps 7 to 10 for each host. 
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12. The terminal completes the Close Batch request to deposit the funds into 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 
Totals report 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 3100IP’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. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transaction menu appears.
3. Select End of Day Shortcut.
4. The shortcut takes you through the standard Close Batch (see Section 6.3.1: 

Close Batch for instructions) if:
• the terminal is allowed to perform the Batch Close transaction

AND
• the Close Batch function is enabled

AND
• a Terminal 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: Logoff
For security reasons, your 3100IP 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 Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Logoff. The terminal displays Logoff while it communicates with the 

Moneris Host, then returns to the Idle screen with the Ready Please Logon 
prompt.
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Chapter 7: Reporting Transactions

This chapter provides instructions 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 3100IP since the last Close Batch transaction.

7.1: Reprinting a Receipt
There are two methods for reprinting a receipt. 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. Press Exit. The Idle screen appears.
2. Press Menu. The Financial Transactions menu appears.
3. Press Reprint.

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

The terminal displays the type of transaction the receipt is for, then the Idle 
screen reappears. The text “* DUPLICATE * DUPLICATE * DUPLICATE 
*” appears on the reprinted receipt at the top, middle and bottom.

4. The Idle screen reappears.

7.2: Transaction Inquiry
This transaction prints or displays selected financial transactions from the termi-
nal’s memory by date. Selection criteria include: 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 criteria are selected, all transactions in the memory are printed or displayed.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Scroll down and select Transaction Inquiry.
4. The terminal 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 criteria from the list, or key in the specific criteria and 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 3100IP 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. the terminal 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. the terminal displays the Examine Records prompt over the Summary List of 
matching transactions. See below for information on the Summary List For-
mat.
• To scroll through the Summary List, use the arrows at the bottom of the 

touch screen. 
• To view more details about a transaction, select the transaction’s list 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. the terminal displays the 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
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Transaction Detail Format
If a matching transaction is selected from the list, the details of that transaction are 
displayed on the touch screen as follows:

Key to Transaction Inquiry displays   

CARD NUMBER
Account: ACCT TYPE Exp: CARD EXPIRY DATE
Trans: TRAN TYPE
Card: CARD TYPE
Amount: $123,456.99
Appr: APPROVAL NUMBER Seq: SEQUENCE NUMBER
Date: TRANSACTION DATE Time: TRANSACTION TIME
Admin: POS ADMIN CARD NUMBER

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 Subtotals Inquiry
This function creates a report of the merchant’s current batch totals on the selected 
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 this list item and 
produce the report.

Merchant Subtotals Report for All Hosts
From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Merchant Subtotals. The Enter Clerk ID prompt appears.
4. Key in the Clerk ID and press Enter

OR
Swipe the Clerk ID card. The Clerk ID appears for 3 seconds.
• If the terminal connects to more than one host, the Merchant Sub-Totals? 

prompt appears.
• If the terminal connects only to the Moneris Host, go to step 6.

5. Select All to produce reports for every Host the terminal connects to.
6. The terminal 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: This is only available if the terminal connects to more than one host.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Merchant Subtotals. The Enter Clerk ID prompt appears.
4. Key in the Clerk ID and press Enter

OR
Swipe the Clerk ID card. The Clerk ID 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 a report including totals from the Moneris Host. The 
Other Host n? prompt appears (n is the Third Party Host number).

7. Select Yes to produce a report 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 all 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 Totals Inquiry
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 this list item and 
produce the report.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. 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. The terminal returns to the Idle screen when the report is printed.

7.5: Print Stored Transactions
This transaction prints all 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 from the Administrative 
Transactions menu rather than the End-of-Day shortcut, you may 
wish to print this report before performing a Close Batch transactions in 
order to have a printed record of the transactions in that batch.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. 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 a specific clerk:
key in the Clerk ID and press Enter.
OR
swipe the Clerk ID card. The Clerk ID appears for 3 seconds.

• for all 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 in the 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 a moment 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. Press Exit. The status message “CANCELLED” appears on the screen.
2. The text “* TRANSACTION CANCELLED *” is printed on the report. 
3. The Idle screen reappears.
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Chapter 8: Debit Financial Transactions

This chapter outlines the procedures for processing Debit transactions including:

• 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:

• a swipe of 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

• the input 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 customers to protect 
their PIN.

You must have a PINPad attached to the 3100IP in order to process Debit Card 
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 3100IP set up with a PINPAD II 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 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. Swipe the 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.
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 keys in their PIN (personal identification number) and 
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt 
appears.

3. The terminal 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. Press Next 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. Press Exit. The terminal returns to the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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8.2: Debit Refund
This is 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. Press Menu. The Financial Transactions menu appears.
2. Select Refund. The Swipe Admin Card prompt appears with the word Refund 

above it.
3. Swipe the 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 Refund Amount prompt appears.
a. On the PINPad, the REFUND prompt appears.

5. 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 keys in their PIN (personal identification number) and 
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt 
appears.

6. The terminal 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.

7. 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.

8. Tear off the receipt and keep it for your records.
9. Press Next Copy to print the Cardholder copy of the receipt. The receipt 

prints.
10. Tear off the receipt and give it to the customer. 
11. 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: Debit 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. Press Menu. The Financial Transactions menu appears.
2. Select Purchase Void. The Swipe Admin Card prompt appears with the 

words Purchase Void above it.
3. Swipe the 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. On the PINPad, the PURCH. CORRECTION prompt appears.

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

6. Key in the 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 keys in their personal identification number (PIN) and 
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt 
appears.

7. The terminal 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. The terminal returns to 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. Press Menu. The Financial Transactions menu appears.
2. Select Refund Void. The Swipe Admin Card prompt appears with the words 

Refund Void above it.
3. Swipe the 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. On the PINPad the REF. CORRECTION prompt appears.

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

6. 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.
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 keys in their personal identification number (PIN) and 
presses the OK button. The PLEASE WAIT FOR MESSAGE prompt 
appears.

7. The terminal 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.

8. 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.

9. Tear off the receipt and keep it for your records.
10. Press Next Copy to print the Cardholder copy of the receipt. The receipt 

prints.
11. Tear off the receipt and give it to the customer along with their Debit card. 
12. 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 Instructions
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 Idle 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 in the 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. 
The terminal 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 Idle 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 in the 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 in the Authorization Number found on the original receipt and press 

Enter. The Swipe Card at Terminal or PINPAD prompt appears.
a. On the PINPad, the PURCH. CORRECTION SWIPE CARD prompt 

appears.
5. Swipe the customer’s Debit card on the terminal or the PINSmart PINPad. 

The terminal 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 the terminal:
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 Idle 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:

• Purchase
• Purchase Void
• Refund
• Refund Void
• 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:

• the card 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 communicates 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 3100IP 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 3100IP set up with a PINPAD II 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. Swipe the customer’s Credit card on the terminal. The terminal displays Pro-
cessing then the Enter Last 4 Digits prompt appears.

2. Key in the last 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.

3. 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.

4. 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.

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

6. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 
Response screen is updated with the prompt Provide Transaction Record.

7. Tear off the receipt and give it to the customer along with their Credit card. 
8. Press Exit. The terminal returns to the Idle screen.
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9.2: Refund
This is used to refund the full amount or a portion of the amount of a Credit Pur-
chase transaction.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Refund. The Swipe Admin Card prompt appears with the word Refund 

above it.
3. Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
4. Swipe the customer’s Credit card on the terminal. The terminal displays the 

status prompt Processing, then the Enter Last 4 Digits prompt appears.
5. Key in the last four digits of the card number and press Enter. The Enter Orig-

inal Authorization Number prompt appears.
6. 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.

7. 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.

8. 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.

9. Tear off the receipt and keep it for your records.
10. 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.

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

12. Press Exit. The terminal returns to the Idle screen.
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9.3: Purchase Void
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. Press Menu. The Financial Transactions menu appears.
2. Select Purchase Void. The Swipe Admin Card prompt appears with the 

words Purchase Void above it.
3. Swipe the POS Admin Card on the terminal. The Swipe Customer Card 

prompt appears.
4. Swipe the customer’s Credit card on the terminal. The terminal displays the 

prompt Enter Last 4 Digits.
5. Key in the last four digits of the customer’s card number and press Enter. The 

Enter Original Authorization Number prompt appears.
6. 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.

7. 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.

8. 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.

9. Tear off the receipt and keep it for your records.
10. 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.

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

12. 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. Press Menu. The Financial Transactions menu appears.
2. Select Refund Void. The Swipe Admin Card prompt appears with the words 

Refund Void above it.
3. Swipe the POS Admin Card on the terminal. The Swipe Customer Card 

prompt appears.
4. Swipe the customer’s Credit card on the terminal. The terminal displays the 

status prompt Processing then the prompt Enter Last 4 Digits.
5. Key in the last four digits of the customer’s card number and press Enter. The 

Enter Original Authorization Number prompt appears.
6. 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.

7. Key in the amount to be voided and press Enter. The terminal displays the 
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.

8. 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.

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

10. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 
Response screen is updated with the prompt Provide Transaction Record.

11. Tear off the receipt and give it to the customer along with their Credit card. 
12. Press Exit. The terminal returns to the Idle screen.
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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 agencies for reserva-
tions, and in restaurants to hold funds while waiting for a customer to add a tip 
and sign the receipt.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Pre-Authorization. The Swipe Customer Card prompt appears.
3. Swipe the customer’s Credit card on the terminal. The terminal displays Pro-

cessing then the Enter Last 4 Digits prompt appears.
4. Key in the last 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 a tip is expected:
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 a reservation:
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. The terminal 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 Idle screen:

1. Press Menu. 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. Key in the last 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:
• If they match, press Enter. 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.
6. To accept the Old Amount displayed: press Enter.

OR
To change the amount: key in a new 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-
municates 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 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.

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

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

11. Press Exit. The terminal returns to the Idle screen.
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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. Press Menu. The Financial Transactions menu appears.
2. Select Advice. The Advice Find Original? prompt appears.
3. Select No. The Enter Account Number prompt appears.
4. Key in the Card Number (found on the Pre-Auth receipt) and press Enter. The 

Enter Expiry Date (MMYY) prompt appears.
5. Key in the four-digit expiry date (found on the Pre-Auth receipt) and press 

Enter. The Enter Original Authorization Number prompt appears.
6. Key in the authorization number (AUTH. # on the Pre-Auth receipt) and press 

Enter. The terminal prints the beginning of the Merchant copy of the receipt. 
The Enter Advice Amount prompt appears.

5. 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.

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

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

9. 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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9.7: To remove 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 Idle screen:

1. Press Menu. 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. Key in the last six digits of the Receipt Number (without the dash) on the Pre-

Auth receipt and press Enter. The terminal displays the Card Number with the 
Press Enter to Continue prompt.

5. Check the number displayed against the Card Number on the Pre-auth receipt:
• If they match, press Enter. 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.
6. To clear the amount, press the 0 (zero) key then press Enter. The Remove 

Pre-Auth From Memory? prompt appears. 
7. 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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9.8: ‘Enter Purchase Amount’ Idle Screen Instructions
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 financial trans-
actions.

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

Credit Purchase from the Enter Purchase Amount Idle 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 in the Purchase Amount and press Enter. The Swipe Customer Card 
prompt appears.

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

3. Key in the last four digits of the customer’s Credit card number and press 
Enter.

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

Credit Purchase Void from the Enter Purchase Amount Idle 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 in the amount to be voided and press Enter. The Enter Original Authoriza-
tion Number prompt appears.

4. Key in the authorization number found on the original receipt and press Enter. 
The Swipe Customer Card prompt appears.

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

6. Key in the last 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 3100IP 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. Take an imprint 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 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.
4. Provide the customer with the Cardholder Copy of the Sales Draft and retain 

the Merchant Copy for your records.
5. Call the Moneris Merchant Service Centre to report the terminal problem.
6. When the 3100IP 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.

If the transaction amount is MORE than your floor limit:
1. Take an imprint 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. Contact the Moneris Authorization Centre to obtain a Voice Authorization 

Number for the transaction.
4. Write the Voice Authorization Number on the Sales Draft.
5. 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.
7. Call the Moneris Merchant Service Centre to report the terminal problem.
8. When the 3100IP 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.
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Chapter 10: 3100IP Help System

Assistance is available on the 3100IP 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 3100IP Help topics and a Search button.

The information 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
This type of Help provides information related to the screen on which you pressed 
the ? button.

To view the Context-Sensitive Help:
• Press the ? button on any screen. A Help popup window appears on top of the 

current screen and the sections of that screen that are still visible are greyed 
out. 

To scroll through the information in the Help popup window:
• Use the arrow buttons at the bottom of the screen.

To close the Help popup window:
• Press Exit at the bottom of the screen. The screen on which you originally 

pressed the ? button appears.

10.2:3100IP 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. Press the ? button on any screen. The Context-Sensitive Help popup window 

appears.
2. Press the ?? button. The Help Topics screen appears.

To leave the 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, is the first help screen that appears 
after you press the ?? button. It consists of an alphabetical list of 3100IP 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:
• Use the arrow buttons at the bottom of the screen.

To navigate through the list of Help Topics:
1. Press ABC or 123. A keypad appears with a text box that displays the text and 

numbers you enter.
2. Key in the first few letters of the topic you wish to find and press Enter. The 

Help Topics screen reappears.
• If the topic exists, the matching list item is highlighted.
• If the topic does not exist, the closest matching list item is highlighted.

To view a Help Topic:
1. Select the topic list item. The information appears on the screen.
2. Press Back 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.

10.2.2: On-line Help Search
The On-line Help Search screen is only accessible from the On-line Help Index.

To open the Help Search screen, from the Help Topics screen:
• Press Search. The Help Search screen appears with an alphabetical list of 

Help Topics, an ABC button and a 123 button for navigating through the list, 
and an Index button.

To search for a specific Topic:
1. Press ABC or 123. A keyboard appears with a text box that displays the text 

and numbers you enter.
2. Key in the first few letters of the topic you are looking for and press Enter. 

The Help Topic or Topics that most closely match your entry will appear on 
the screen.

3. Select the topic list item you wish to view. The information appears on the 
screen.

4. Press Back to return to the Help Search result screen.
5. Press Index or Back again to return to the Help Topics Index.
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Chapter 11: On-Screen Calculator

The 3100IP 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 a transaction.

The calculator performs the following functions:

• add
• subtract
• multiply
• divide

The following buttons are changed on the calculator:

• the Delete button becomes the CE (Clear Entry) button 
• the Enter button becomes the = button.
• the Menu button becomes the #/$ button

11.1:Accessing the Calculator
The calculator is accessible from (i.e., the Calculator button is available only on) 
the Enter Transaction Amount screen for Debit/Credit transactions. It is not avail-
able for Gift Card and Loyalty program transactions.

Note: The calculator is available even while the terminal is logged off.

There are two calculator modes. These are accessed on calculator screen by press-
ing the button in the top-right corner of the calculator screen. The button toggles 
between the two modes:

• Number mode: Press the # on the calculator screen. The numbers in the text 
box appear with a decimal point only if the decimal point button (.) is pressed

• Dollar mode: Press the $ on the calculator screen. The numbers in the text 
box automatically appear with a two-place decimal point and the dollar sym-
bol to the left of the number.
Note: You cannot switch between modes during a single calculation.

Once you use the Trans from Calc button on the Enter Transaction Amount 
screen, you cannot access the calculator again until you begin another financial 
transaction. (However, the value will remain in the calculator even after the finan-
cial transaction is complete.)
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11.2:Transferring a Calculator Value
To use the on-screen calculator to calculate a value then transfer that value to the 
Enter Transaction Amount screen, when the Enter Transaction Amount screen 
appears in the transaction:

1. Press Calculator. The Calculator screen appears.
Note: If a value other than zero is on the Calculator screen, press 0 (the Zero 

button) to clear the value.

2. To calculate a value, use the numbers and math symbols on the keypad as you 
would a regular calculator.

3. When you have finished calculating the value you need, press Exit. The Enter 
Transaction Amount screen appears with the Trans from Calc button enabled.

4. Press the Trans from Calc button. The amount on the calculator appears on 
the Enter Transaction Amount screen.

5. Press Enter to use the value as the transaction amount and continue the finan-
cial transaction following the regular instructions for completing the transac-
tion.

11.3:Clearing the Calculator
You must clear the calculator manually. It does not clear automatically after the 
financial transaction is completed.

Once you use the Trans from Calc button on the Enter Purchase Amount screen, 
you cannot access the calculator again until you begin another purchase. However, 
the calculated value remains on the calculator display even after that transaction is 
completed or cancelled, even after the terminal is logged off then logged on again. 

To clear the calculator, from the Enter Transaction Amount screen:

1. Press Calculator. The Calculator screen appears.
2. Press the Clear or CE button. The value will change to: 

• 0 in Number mode
• 0.00 in dollar mode

3. Press Exit. The Enter Transaction Amount screen reappears. The Trans from 
Calc button is disabled.
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Appendix A: Clerk Subtotalling

This appendix describes how to enable Clerk Subtotalling, how to configure it to 
meet your needs, how to make changes to Clerk IDs and how to produce Clerk 
Subtotals reports.

Clerk Subtotalling allows you to produce reports on the dollar value and number 
of transactions processed using a particular Clerk ID, even if that Clerk ID used to 
initiate transactions on more than one terminal as long as all the terminals used 
were attached to the same merchant number.

A maximum of 255 Clerk IDs is supported for each merchant number.

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.

A.1: Clerk Subtotalling Configuration
Note: The Swipe Admin Card prompt will appear if your terminal:

  - processes Debit Cards
  OR
  - processes only Credit Cards and requires extra security.

Note: The terminal must be logged on in order to configure this feature.

There are two options for obtaining the Clerk ID used for each transaction:

• prompt for input of a Clerk ID for every financial transaction. This requires 
two steps:

I Configure Clerk Subtotalling (see steps 1 to 17 in Section A.1.1: Con-
figure Clerk Subtotalling).

II Add the Clerk IDs that will be used (see Section A.1.2: Clerk ID 
Maintenance for instructions).

• set a Default Clerk ID that will be used automatically for all transactions. The 
terminal will not prompt for entry of a Clerk ID during transactions. Setting 
this feature requires three separate steps.

I Configure Clerk Subtotalling ensuring that Clerk Subtotalling On is 
set to Yes and Prompt for Clerk ID is set to No (see steps 1 to 9 in 
Section A.1.1: Configure Clerk Subtotalling).

II Add the Default Clerk ID to the Moneris Host (see Section A.1.2: 
Clerk ID Maintenance).

III Set the Default Clerk ID on the terminal (see Section A.1.3: Set 
Default Clerk ID).
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A.1.1: Configure Clerk Subtotalling
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears. 
3. Select Clerk Subtotalling. The Swipe Admin Card prompt appears.
4. Swipe your POS Admin Card. The Enter Merchant ID prompt appears with an 

alphanumeric keypad.
5. Key in your Merchant ID number (see Section 1.2: Merchant and Terminal 

Information) and press Enter. The Clerk Subtotalling Configuration menu 
appears.

6. Select Clerk Subtotalling On. The Clerk Subtotalling On? prompt appears.
7. Select Yes to enable Clerk Subtotalling. The Clerk Subtotalling Configura-

tion menu reappears.
8. Select Prompt for Clerk ID. The Prompt for Clerk ID? prompt appears.
9. To have the terminal display the Enter Clerk ID prompt during financial trans-

actions, select Yes. The Clerk Subtotalling Configuration menu reappears. 
Go to step 10.
OR
To use the Default Clerk ID for all financial transactions, select No then press 
Exit twice to return to the Idle screen. Go to Section A.1.2: Clerk ID Mainte-
nance. 
Note: If you use the Default Clerk ID, the terminal will not prompt for a 

Clerk ID during financial transactions.
10. Select Clerk Entry Method. The Clerk Entry Method? prompt appears. The 

default is ‘Manual or Swipe’.
11. Select Manual or Swipe to allow clerks to enter their Clerk ID by keying it in 

using the keypad AND swiping a Clerk ID card. If clerks normally use a Clerk 
ID card and the card stripe is unreadable, the clerk can still key in their ID 
manually.
OR
Select Manual Entry to allow clerks to enter their Clerk ID only by keying it 
in using the keypad
OR
Select Swipe to allow clerks to enter their Clerk ID only by swiping their 
Clerk ID card.
The Clerk Subtotalling Configuration menu reappears.

12. Select Card Data Location. The Card Data Location? prompt appears.
13. Select the appropriate list item. This information is provided by the Clerk ID 

card manufacturer. The Clerk Subtotalling Configuration menu reappears.
14. Select Clerk Can Zero Totals. The Clerk Can Zero Totals? prompt appears.
15. Select Yes to display the prompt Zero Clerk Totals? during the Clerk Subtotal 

Inquiry transaction. This allows clerks to reset their subtotals to zero. 
OR
Select No to skip the Zero Clerk Totals? prompt during the Clerk Subtotal 
Inquiry transaction.
The Clerk Subtotalling Configuration menu reappears.
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16. Press Exit to save the changes. The Terminal Configuration menu reappears.
17. Press Exit. The Idle screen appears.

Clerk Subtotalling with Clerk ID prompting is now enabled.

A.1.2: Clerk ID Maintenance
If you have multiple terminals, this function can be run from any terminal and will 
affect all other terminals associated with the same Merchant ID.

You can add or remove a maximum of 20 Clerk IDs in one process. After you 
have entered 20 Clerk ID changes, the terminal communicates those 20 changes to 
the Moneris Host and then returns to the Add or Remove Clerk IDs? prompt. You 
can then continue to add and remove Clerk IDs.

Note: You may alternate between adding and removing Clerk IDs, but the 
Moneris Host will always process the removals first then the additions.

To Add Clerk IDs (including the Default Clerk ID)
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Clerk ID Maintenance. The Swipe Admin Card prompt appears.
4. Swipe your POS Admin card. The Add or Remove Clerk IDs? prompt 

appears.
5. Select Add. The Enter Clerk ID to be Added prompt appears.
6. Key in the Clerk ID and press Enter

OR
Swipe the Clerk ID card. 
The Add or Remove Clerk IDs? prompt reappears with the message n 
Requests Pending where “n” equals the number of changes you have made to 
this point.

7. Continue selecting Add until you have entered the last Clerk ID you want to 
add. The Add or Remove Clerk IDs? prompt reappears with the message n 
Requests Pending indicating how many changes you have made.

8. Select Finished. The terminal displays Clerk ID Maintenance while it com-
municates the additions to the Moneris Host.

9. The Idle screen reappears when the communication is completed.

If you have added the default Clerk ID, see Section A.1.3: Set Default Clerk ID to 
complete the default Clerk ID setup.
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To Remove Clerk IDs
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Clerk ID Maintenance. The Swipe Admin Card prompt appears.
4. Swipe your POS Admin card. The Add or Remove Clerk IDs? prompt 

appears.
5. Select Remove. The Enter Clerk ID to be Removed prompt appears.
6. Key in the Clerk ID and press Enter

OR
Swipe the Clerk ID card. 
The Clerk ID appears for 3 seconds then the Add or Remove Clerk IDs? 
prompt reappears with the message n Requests Pending where “n” equals the 
number of changes you have made to this point.

7. Continue selecting Remove until you have entered the last Clerk ID you want 
to remove. The Add or Remove Clerk IDs? prompt reappears with the mes-
sage n Requests Pending indicating how many changes you made.

8. Select Finished. The terminal displays the status prompt Clerk ID Mainte-
nance while it communicates the removals to the Moneris Host.

9. The Idle screen reappears when the communication is completed.

Cancelling a Clerk ID Maintenance transaction
There are two ways to cancel a Clerk ID maintenance transaction.

• From the Add or Remove Clerk IDs? prompt:
a. Press Exit. If there are requests pending, the Cancel Command? prompt 

appears.
b. Select Yes to return to the Terminal Configuration menu without process-

ing any of the changes. The Terminal Configuration menu appears.

• While the terminal communicates with the Host (the message Clerk ID Main-
tenance is displayed):
a. Press Exit. The terminal displays Cancelled.
b. The Terminal Configuration menu reappears.

To create Clerk ID Groups
When adding Clerk IDs, make the initial character the same for Clerk IDs you 
want to group together. For example, Clerk IDs 2, 27, 211, 235 and 2870 will all 
belong to the same Clerk ID Group because their initial digit is 2. The initial digit 
is called the Group Prefix.
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A.1.3: Set Default Clerk ID
This feature is used to set or change the default Clerk ID for Clerk Subtotalling. 
(See Section A.1: Clerk Subtotalling Configuration for instructions on configuring 
Clerk Subtotalling.) This Clerk ID will be printed on all receipts.

Note: Before this function can be used, the following conditions must be met:
- Clerk Subtotalling On must be set to Yes and 
- Prompt for Clerk ID must set to No and
- the Default Clerk ID must be added to the Moneris Host.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Set Default Clerk ID. 

• The Swipe Clerk Card prompt appears
OR

• The Enter Clerk ID prompt appears with an alphanumeric keypad.
4. Enter the Clerk ID that will be used as the default:

• Swipe the default Clerk ID card.
OR

• Key in the default Clerk ID and press Enter.
The Terminal Configuration menu reappears.

5. Press Exit to return to the Idle screen.
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A.2: Reporting - Clerk Subtotals Inquiry
This function produces a report of totals by card from the Moneris Host (rather 
than the terminal memory) for a single clerk or a number of clerks. If totals were 
requested for a number of clerks, the terminal prints overall totals as well.

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

A.2.1: Subtotals Report for One Clerk
From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Clerk Subtotals. The Select Single or Multiple Clerks? prompt 

appears.
4. Select Single Clerk.

• If Default Clerk ID has been enabled, dialling begins. Go to step 7.
• If not and the Zero Totals function was enabled in the Clerk Subtotal-

ling configuration, the Zero Clerk Totals? prompt appears.
• If neither the Default Clerk ID nor the Zero Totals function were 

enabled, the Enter Clerk ID prompt appears. Go to step 6.
5. Select Yes to clear the clerk totals 

OR 
Select No to continue accumulating totals. 
The Enter Clerk ID prompt appears.

6. Key in the Clerk ID and press Enter
OR
Swipe the Clerk ID Card. The Clerk ID appears for 3 seconds.
The terminal displays Clerk Subtotals while it communicates with the Mon-
eris Host and prints the report. 

7. The terminal returns to the Idle screen once the report is printed.
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A.2.2: Subtotals Report for Multiple Clerks
From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Clerk Subtotals. The Select Single or Multiple Clerks? prompt 

appears.
4. Select Multiple Clerks. The Swipe Admin Card prompt appears.
5. Swipe the POS Admin Card.

• If the Zero Totals function was enabled in the Clerk Subtotalling con-
figuration, the Zero Clerk Totals? prompt appears.

• If not, the Select or Process? prompt appears. Go to step 7.
6. Select Yes to clear the clerks’ totals 

OR
Select No to continue accumulating totals. 
The Select or Process? prompt appears.

7. Select Clerk to print individual totals for multiple Clerk IDs. The Enter Clerk 
ID prompt appears.
OR
Select Group to print totals for a group of Clerk IDs. The Enter Group Prefix 
prompt appears.
OR
Select All to print totals for all Clerk IDs. Go to step 10.

8. Key in the Clerk ID and press Enter
OR
Swipe the Clerk ID card. The Clerk ID appears for 3 seconds.
OR
Key in the Group Prefix and press Enter. 
The Select or Process? prompt reappears.

9. Repeat steps 7 and 8 until all the required Clerk IDs have been selected. The 
Select or Process? prompt reappears.

10. Select Process List. The terminal displays Clerk Subtotals while it communi-
cates with the Moneris Host and prints the report. 

11. The terminal returns to the Idle screen once the report is printed.

To cancel a Clerk Subtotal Inquiry
1. From the Select or Process? prompt, press Exit.

• If the message line under the Select or Process? prompt is 0 Pending, 
go to step 3.

• If the message line under the Select or Process? prompt shows 1 or 
more Pending, the Cancel Command? prompt appears.

2. Select Yes. The terminal displays the status prompt, Cancelled, prints any 
overall totals that have been calculated to this point and returns to the Idle 
screen.
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Appendix B: Multi-Terminal Reporting

This appendix outlines the procedures for enabling Multi-terminal Reporting and 
processing reporting transactions when this feature has been enabled.

Multi-Terminal Reporting is composed of two functions:

• Multiple Terminal Batch Closing allows you to close, by Terminal name, 
any terminals associated with the same Merchant ID number as the terminal 
on which you are performing the Close Batch. 

• Multiple Terminal Deposit Totals allows you to obtain deposit totals, by 
Terminal name, for any terminals associated with the same merchant number 
as the terminal on which you are performing the Close Batch.

In order to process multi-terminal reports you must have:

• more than one terminal associated with your Merchant ID
• each terminal must be named
• each terminal must have Close Batch/Balance Allowed? enabled

B.1: Configuration
The following instructions all begin at the Terminal Configuration menu. To 
access this menu from the Idle screen, press Menu then Config.

B.1.1: Multiple Terminal Setup
This function sets up multiple terminal reporting on your 3100IP, allows you to 
assign Terminal names to your terminals and allows the named terminal to per-
form the Close Batch transaction.

To assign a Terminal Name
You must assign a terminal name to each terminal associated with the Merchant 
ID number and you must perform the name assignment on the terminal that is 
being named. You cannot assign a terminal name to a terminal from another termi-
nal.

A maximum of 100 terminal names can be associated with one Merchant ID num-
ber. Duplicate terminal names are not allowed within a Merchant ID number.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Multi-Terminal Report Setup. The Swipe Admin Card prompt appears.
4. Swipe the POS Admin Card. The Multiple Terminal Transaction? prompt 

appears.
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5. Select Yes to enable Multiple Terminal Reporting. The Merchant Terminal 
Name prompt appears with an alphanumeric keypad.

6. Key in the Terminal Name (min. 1, max. 6 alphanumeric characters) and press 
Enter. The Close Batch/Balance Allowed? prompt appears.

7. Select Yes to allow this terminal to be closed and balanced from another ter-
minal associated with the same Merchant ID number.
OR
Select No to allow this terminal to be closed and balanced on itself only.
The terminal displays Multiple Terminal Transaction while it communicates 
with the Moneris Host.

8. The Idle screen reappears when the communication is completed.

To remove a Terminal Name
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Multi-Terminal Report Setup. The Swipe Admin Card prompt appears.
4. Swipe the POS Admin Card. The Multiple Terminal Transaction? prompt 

appears.
5. Select No to disable Multiple Terminal Reporting and set the Terminal Name 

to spaces. The terminal displays Multiple Terminal Transaction while it com-
municates the removal to the Moneris Host.

6. The Idle screen reappears when the communication is completed.

To change a Terminal Name
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Multi-Terminal Report Setup. The Swipe Admin Card prompt appears.
4. Swipe the POS Admin Card. The Multiple Terminal Transaction? prompt 

appears.
5. Select Yes to keep Multiple Terminal Reporting enabled. The Merchant Ter-

minal Name prompt appears with an alphanumeric keypad.
6. Press Clear. The name is the text box is removed.
7. Key in the new Terminal Name (min. 1, max. 6 alphanumeric characters) and 

press Enter. The Close Batch/Balance Allowed? prompt appears.
8. Press Enter to keep the existing setting. The terminal displays Multiple Termi-

nal Transaction while it communicates with the Moneris Host.
9. The Idle screen reappears when the communication is completed.
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B.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. If you have 15 terminals associated with your merchant number, 
you simply perform the multi-terminal reporting function on one of the 15 termi-
nals and the Close Batch and Deposit Totals functions are performed on all 15 ter-
minals at the same time.

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

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

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Select Multi-Terminal Reporting. The Swipe Admin Card prompt appears.
4. Swipe the POS Admin Card. The Close Batches? prompt appears.
5. To request a Close Batch transaction on associated terminals, select Yes.

OR
To move to the next option without requesting the Close Batch, select No.
The Get Deposit Totals? prompt appears.

6. To request a Deposit Totals Inquiry transaction on associated terminals, select 
Yes.
OR
To move to the next option without requesting the Deposit Totals Inquiry, 
select No.
The Select or Process? prompt appears.

7. To select a specific terminal or a number of individual terminals by terminal 
name, select Name. The Merchant Terminal Name prompt appears with an 
alphanumeric keypad.
OR
To select a group of terminals by their group prefix, select Group. The Enter 
Group Prefix prompt appears with an alphanumeric keypad.
OR
To select all associated terminals, select All. The terminal begins communicat-
ing with the Host. Go to step 11.

8. Key in the terminal name (min. 1, max. 6 characters) or group prefix (min. 1, 
max. 5 characters) and press Enter. The Select or Process? prompt reappears.

9. To select additional terminals or terminal groups, repeat steps 7 and 8 until all 
required terminals are keyed in. The Select or Process? prompt reappears.

10. Select Process List. The terminal begins communicating with the Host. 
11. The terminal displays Close Batch while it communicates with the Host. It 

then displays Deposit Totals Inquiry and Overall Totals Report, while the 
reports print.

12. The terminal returns to the Idle screen when the reports are printed.
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To cancel a Multi-Terminal Report
From the Select or Process? prompt:

1. Press Exit.
• If the message line under the Select or Process? prompt is 0 Pending, go 

to step 3.
• If the message line under the Select or Process? prompt shows 1 or more 

Pending, the Cancel Command? prompt appears. 
2. Select Yes. The terminal displays Cancelled and prints any overall totals that 

have been calculated to this point.
3. The terminal returns to the Idle screen.

B.2.1: End of Day Shortcut with Multiple Terminals
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 
Totals report 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 3100IP’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. Press Menu. The Financial Transaction menu appears.
2. Press Admin. The Administrative Transaction menu appears.
3. Select End of Day Shortcut.

The prompts from this point will vary depending on whether Close Batch is 
enabled on the terminal and whether the terminal has been named.

Multi-Terminal Reporting Required
4. The shortcut prompts you to choose the Multi-Terminal Report function (see 
Section B.2: Multi-Terminal Report and Close for instructions) if:

• the terminal is allowed to perform the Batch Close transaction
AND

• the Close Batch function is DISabled
If you select Yes then the terminal takes you through the Multi-Terminal 
Reporting function including closing Third Party Host.
If you select No then the terminal returns to the Idle screen.
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Multi-Terminal Reporting is Optional
4. The shortcut prompts you to choose the Multi-Terminal Report function (see 
Section B.2: Multi-Terminal Report and Close for instructions) if: 

• the terminal is allowed to perform the Batch Close transaction
AND

• the Close Batch function is enabled
AND

• a Terminal Name has been configured
If you select Yes then the terminal takes you through the Multi-Terminal 
Reporting function including closing Third Party Host.
If you select No then the terminal prompts you to choose whether to perform a 
Batch Close function.
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Appendix C: Moneris Solutions Ethernet 
Network Wiring Specifications

This appendix provides wiring specifications for the configuration of an Ethernet 
LAN (Local Area Network) to which 3100IP terminals are connected in order to 
connect via High Speed Internet to the Moneris Host.

If you are using multiple 3100IP terminals at one location they can each be con-
nected to an Ethernet LAN with a central connection point (a router) which then 
connects to your Internet service provider.

IMPORTANT: Moneris recommends having a certified Ethernet 
network installer perform the physical installation 
of your Ethernet LAN. Provide the installer with 
the specifications in this appendix.

There are three aspects to configuring the Ethernet LAN:

• LAN Cabling
• LAN Topology
• LAN Wiring

Note: Existing cabling for a LAN of POS terminals which connect to a 
controller such as the Moneris Quatro using Datapac High Speed will 
have to be replaced or upgraded to meet the specifications defined in 
this document. This must be done by a qualified network installer to 
ensure that the correct cables and connectors are used.

A typical Ethernet network in a store is shown in the following diagram. This doc-
ument will help the network installer with the wiring of the wall jacks and the wir-
ing "through the ceiling". (This term is used to describe any wiring that runs 
through the ceilings, behind the walls, etc within the merchant's premises.)

In-store Configuration of 3100IP Terminals using PUBLIC INTERNET

RouterModem
(DSL

or
Cable)

Wall Jacks

Wiring
"through the

ceiling"

Moneris
HiSpeed
3100 IP

terminals
with

optional
pinpads

To your
High Speed

Internet
Service

Modem
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Ethernet
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Provided by you -
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Provided by your Internet
Service Provider

Provided by Moneris

Ethernet
Cables
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C.1: Ethernet LAN Cabling
The Ethernet cables that are shown in the diagram above connecting the wall jacks 
to the router, and the Moneris 3100IP terminals to the wall jacks are standard 
Ethernet cables, available from any computer retailer.

Moneris provides a 10-foot cable for connecting the 3100IP terminal. If a longer 
cable is required, the merchant will need to provide this.

Note: Ethernet cables are also sometimes known as patch cables or straight 
cables and are used to connect terminals to a device such as a router 
See section C.3.1: Straight-Through Wiring for wiring specs.

Note: If you need to connect units with identical interfaces (e.g. one router to 
another), you must use cross-over cables. See section C.3.2: Cross-
Over Wiring for specs.

Note: Most newer network equipment has the ability to "auto-sense" the type 
of equipment connected to it, and reduces the need for "cross over 
cables". Please check the equipment documentation. 

C.2: Ethernet LAN Topology
The terminals must be connected to an Ethernet LAN which must have a star 
(a.k.a. hub and spoke) topology. Each terminal must have its own separate cable 
run from the central connection point. This is normally the router, but in complex 
networks, it may be a hub, a router or a switch depending on what else the LAN is 
used for, what other devices are connected to it and how many devices in total are 
connected to it.

The Moneris 3100IP terminal is equipped with a 10BaseT card and the Ethernet 
LAN wiring must meet, at minimum, 10BaseT specifications. The Moneris 
3100IP terminals can also be used on a LAN with 100BaseT wiring.

Note: Network wiring that meets the 100baseT spec can be used with 10baseT 
networks and equipment - but NOT the other way around. 

Specifications

PARAMETER 10BASET SPECS 
(min. required by Moneris) 100BASET SPECS

Maximum segment length 100 meters (approx. 329 feet) 100 meters (approx. 329 feet)
Maximum number of attachments per 
segment

2 2

Maximum data transfer speed 10Mb/s 100Mb/s
Connectors RJ-45 RJ-45
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C.3: Ethernet LAN Wiring
To connect the wall jacks for the terminals to the central connection point of the 
LAN, you must use cable that meets the following specifications: 

• UTP CAT5 copper. 

This cable is readily available from any building, electrical or computer supply 
retailer.

You can also purchase fixed length cables with connectors already installed from 
your local computer retailer.

IMPORTANT: It is recommended to use Ethernet cables to 
connect the terminals or hub/switch/ routers to 
RJ45 wall jacks, and wall jacks between rooms.

The EIA/TIA specifies wiring standards for Ethernet networks. There are two 
EIA/TIA color-code standards in use for standard Ethernet LAN RJ45 wiring: 

• 568A
• 568B

There are two types of wiring that may be used:

• Straight-through - must have the same colour-code on each end of the cable.
• Cross-over - must have different colour-codes on each end of the cable.

C.3.1: Straight-Through Wiring
Straight cables are used to connect terminals or other equipment to a Router, HUB 
or Switch. 

IMPORTANT: If your connection is HUB to HUB you must use a 
cross-over cable. See Section C.3.2: Cross-Over 
Wiring.

The wiring diagram, below, shows the 568A color code standard as the wiring for 
the terminal side of the cable and the same 568A standard for the Hub, Switch or 
Router side of things (assuming that the Hubs, Switches or Routers are wired 
internally to perform the cross-over function). The illustration depicts the wiring 
arrangement before insertion into an RJ45 connector prior to crimping. 

The TX (transmitter) pins are connected to corresponding RX (receiver) pins, 
with plus to plus and minus to minus. 

Note: All eight wires are shown but only wires 1, 2, 3 and 6 (i.e. pairs 2 and 3) 
are actually used for Standard Ethernet wiring. Pins 4, 5, 7, and 8 and 
the blue (pair 1) and brown (pair 4) pairs are not used in either 
standard.
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Straight-Through Wiring (Terminal to HUB/SWITCH/ROUTER)

C.3.2: Cross-Over Wiring 
Cross-over cables must be used to connect units with identical interfaces (e.g. a 
HUB to another HUB). If your connection is terminal to Router, you MUST use a 
Straight cable.

The flat wiring illustration, below, shows cross-over cable wiring at both ends 
(male RJ45 connectors) of the crossed cable using the 568A color code standard 
for the wiring to HUB1 and the 568B standard for wiring to HUB2.

Note: All eight wires are shown but only wires 1, 2, 3 and 6 (i.e. pairs 2 and 3) 
are actually used for Standard Ethernet wiring. Pins 4, 5, 7, and 8 and 
the blue (pair 1) and brown (pair 4) pairs are not used in either 
standard.

Cross-Over Wiring - 568A to 586B Standards (HUB1 to HUB2)

T568A T568A
TERMINAL

HUB,
SWITCH

or ROUTER
STRAIGHT-THROUGH

WIRING

Pin #

1

2

3

4

5

6

7

8

Pin #

1

2

3

4

5

6

7

8

Wire Colour

Green/White

Green

Orange/White

Blue

Blue/White

Orange

Brown/White

Brown

Name

RX+

RX-

TX+

TX-

Wire Colour

Green/White

Green

Orange/White

Blue

Blue/White

Orange

Brown/White

Brown

Name

TX+

TX-

RX+

RX-

T568A T568B
HUB1 HUB2

CROSS-OVER
WIRING

Pin #

1

2

3

4

5

6

7

8

Pin #

1

2

3

4

5

6

7

8

Wire Colour

Orange/White

Orange

Green/White

Blue

Blue/White

Green

Brown/White

Brown

Trans/Rec

TX+

TX-

RX+

RX-

Wire Colour

Green/White

Green

Orange/White

Blue

Blue/White

Orange

Brown/White

Brown

Trans/Rec

TX+

TX-

RX+

RX-
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C.3.3: RJ45 Receptacle
RJ45 receptacle (i.e. the wall jack) wiring for both standards is illustrated below:

RJ-45 Wall Jack wired with 568A

RJ-45 Wall Jack wired with 568B

C.3.4: RJ45 Connector
This diagram identifies the PIN positions by number on an RJ-45 connector

1   2   3   4   5   6   7   8

Pair 3 Pair 1 Pair 4

Pair 2 568A
RJ-45 Wall Jack

(female)

PIN No.  Colour
     1        White/Green
     2        Green
     3        White/Orange
     4        Blue
     5        White/Blue
     6        Orange
     7        White/Brown
     8        Brown

1   2   3   4   5   6   7   8

Pair 2 Pair 1 Pair 4

Pair 3 568B
RJ-45 Wall Jack

(female)

PIN No.  Colour
     1        White/Orange
     2        Orange
     3        White/Green
     4        Blue
     5        White/Blue
     6        Green
     7        White/Brown
     8        Brown

RJ-45 Connector
PIN Locations

Top View

12345678

Front View

87654321
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C.4: Helpful Hints
• The connections of the pairs to the pins in the RJ45 jack is not wire pair by 

wire pair. Instead, the orange pair of wires are not adjacent and the blue pair is 
upside-down.

• Use a pair of twisted wires to connect a set of transmitter pins to their corre-
sponding receiver pins. Do not use a wire from one pair and another wire from 
a different pair.

• Remember these two rules:
• A straight-through cable has identical ends.
• A crossover cable has different ends.

• Use the 568A standard for both ends of straight-through cables.
• Start crossover cables with a 568A end and swap the green and orange pairs 

(pairs 2 and 3) at the other end of the cable.
• Use patch panels and wall jacks that have at least the same, or higher, ratings 

than the cable being used.
• Do a visual check of the RJ45 connectors at both ends of the cable. Hold the 

two ends side-by-side with the locking tabs facing away from you and look 
through the bottom. If they are wired correctly:
• in a straight-through cable the connectors are identical
• in a crossover cable the connectors are different

• The Cat 5E standard is no bend radius less than 5 inches.
• Do not run Ethernet cables parallel to power cables.
• Do not use metal staples or insulated metal U shaped cable clips to secure 

UTP cables.
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Appendix D: Tip Entry on PINPad Transactions

This appendix outlines the procedures for enabling Tip Entry and processing 
transactions when Tip Entry has been enabled. If Tip Entry is enabled, the follow-
ing transactions require PINPad entry by the customer:

• Debit purchase
• Debit refund
• Debit purchase void
• Debit refund void 
• Credit purchase
• Credit Pre-Auth
• Credit Advice

Credit refunds, Credit purchase voids and Credit refund voids do not require PIN-
Pad entry even if the original purchase included a tip keyed in on the PINPad.

You must have the PINSmart (also known as the eN-Crypt 1200) PINPad attached 
to your terminal to process Tip Entry on PINPad transactions. If you have a PIN-
Pad II (also known as the eN-Crypt 150) PINPad attached to your terminal, the 
Enable Tip Entry list item on the General Parameters menu will be greyed out 
and set to No. You will not be able to change this parameter.

Debit transactions involve the use of the cardholder’s Debit card. Each debit trans-
action requires a swipe of the debit card (on the terminal or the PINPad) and the 
input of a Personal Identification Number (PIN) by the cardholder (on the PIN-
Pad). Therefore, the cardholder must be present for a Debit transaction to be pro-
cessed.

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

Credit transactions involve the use of the cardholder’s Credit card. Each Credit 
transaction requires a swipe of the card on the terminal, or manual entry of the 
card number and expiry date. The cardholder does not need to be present for a 
Credit transaction to be processed.

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 3100IP with an Enter Purchase Amount Idle 
screen and a PINSmart PINPad attached.
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D.1: Configuration
To enable Tip Entry, your 3100IP terminal must have a PINSmart PINPad (also 
known as an eNCrypt 1200 PINPad) attached to it.

From the Idle screen:

1. Press Menu. The Financial Transaction menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select General Parameters. The General Parameters menu appears.
4. Scroll down and select Enable Tip Entry. The Enable Tip Entry? prompt 

appears.
5. Select Yes to allow a tip amount to be entered on the PINPad. The General 

Parameters menu reappears.
6. Press Exit to save the change. The Terminal Configuration menu reappears.
7. Press Exit again to return to the Idle screen.

During Debit and Credit Card transactions on the 3100IP, the PINSmart will now 
prompt your customer to enter a tip amount on the PINSmart after they have con-
firmed the purchase amount on the PINSmart.The tip amount will be printed on 
the receipt.
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D.2: Debit Transactions with Tip Entry

D.2.1: Debit Purchase with Tip Entry
From the Idle screen:

1. Key in the Purchase Amount and press Enter. The Swipe Card at Terminal or 
PINPAD prompt appears.
a. On the PINPad, the Purchase prompt appears, then the Purchase Swipe 

Card prompt appears.
2. Swipe the customer’s Debit card on the terminal or the PINPad. The terminal 

displays Processing, then the Continue on PINPad prompt appears.
a. On the PINPad, the Purchase Card Swiped prompt appears, then the Pur-

chase $n.nn - OK? prompt appears.
b. The customer presses the OK button on the PINPad keypad. The Tip 

Amount $#.## prompt appears.
c. The customer keys in the amount of the tip on the PINPad and presses the 

OK button to add a tip to their purchase 
OR
presses the OK button to leave the tip amount at zero. 
The Purchase $#.## - OK? prompt appears. The value displayed now 
includes the purchase amount and the tip amount.

d. The customer presses the OK button on the PINPad. The Select Account 
prompt appears.

e. The customer presses the Chequing or the Savings button on the PINPad. 
The Enter PIN & OK PIN= prompt appears.

f. The customer keys in their personal identification number (PIN) and 
presses the OK button on the PINPad. The Please Wait For Message 
prompt appears.

4. The terminal prints the beginning of the Merchant copy of the receipt. The 
Host Response screen appears (indicating the Purchase amount, the Tip 
amount, the Total amount and the customer’s Debit card number) while the 
terminal communicates with the Host.

5. 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.
a. The PINPad displays the Approved-Thanks prompt.
b. The customer returns the PINPad.

6. Tear off the receipt and keep it for your records.
7. Press Next Copy to print the Cardholder copy of the receipt. The receipt 

prints and the Host Response screen is updated with the prompt Provide 
Transaction Record.

8. Tear off the receipt and give it to the customer along with their Debit card.
9. Press Exit. The terminal returns to the Idle screen.

a. The PINPad display returns to the WELCOME/BONJOUR prompt.
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D.2.2: Debit Refund with Tip Entry
This is used to refund the full amount or a partial amount of a purchase transac-
tion. 

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Refund. The Swipe Admin Card prompt appears.

a. On the PINPad, the Refund prompt appears.
2. Swipe the POS Admin Card. The Enter Refund Amount prompt appears.
3. Key in the Refund Amount and press Enter. The Enter Original Authorization 

Number prompt appears.
4. Key in the Original Authorization Number (AUTH. # from the original 

receipt) and press Enter. The Swipe Card at Terminal or PINPAD prompt 
appears.
a. On the PINPad, the Refund Swipe Card prompt appears.

2. Swipe the customer’s Debit Card on the terminal or the PINPad. The Process-
ing status prompt appears, then the Continue on PINPad prompt appears.
a. On the PINPad, the Refund Card Swiped prompt appears, then the Refund 

$#.## - OK? prompt appears.
b. The customer presses the OK button on the PINPad keypad. The Select 

Account prompt appears.
c. The customer presses the Chequing or the Savings button on the PINPad. 

The Enter PIN & OK PIN= prompt appears.
d. The customer keys in their personal identification number (PIN) and 

presses the OK button on the PINPad. The Please Wait For Message 
prompt appears.

6. The terminal prints the beginning of the Merchant copy of the receipt. The 
Host Response screen appears (indicating the Refund amount and the cus-
tomer’s Debit card number) while the terminal communicates with the Host.

7. When the refund 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.
a. The PINPad displays the Approved-Thanks prompt.
b. The customer returns the PINPad.

8. Tear off the receipt and keep it for your records.
9. Press Next Copy. The Cardholder copy of the receipt prints and the Host 

Response screen is updated with the Provide Transaction Record prompt.
10. Tear off the receipt and give it to the customer along with their Debit card.
11. Press Exit. The terminal returns to the Idle screen.

a. The PINPad displays returns to the WELCOME/BONJOUR prompt.
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D.2.3: Debit Purchase Void with Tip Entry
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.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Purchase Void. The Swipe Admin Card prompt appears with the 

words Purchase Void above it.
a. On the PINPad, the Purch. Correction prompt appears.

3. Swipe the POS Admin Card. The Enter Purch. Void Amount prompt appears.
4. Key in the amount and press Enter. The Enter Original Authorization Number 

prompt appears.
5. Key in the Original Authorization Number (the AUTH. # found on the origi-

nal receipt) and press Enter. The Enter Sequence No. of Original Trans 
prompt appears.

6. Key in the Sequence number (the last six digits of the Receipt number without 
the ‘-’) and press Enter. The Swipe Card at Terminal or PINPAD prompt 
appears.
a. On the PINPad, the Purch. Correction Swipe Card prompt appears.

7. Swipe the card. The Processing prompt appears, then the Continue on PIN-
Pad prompt appears.
a. The Purchase Correction $#.## - OK? prompt appears.
b. The customer presses the OK button on the PINPad keypad. The Select 

Account prompt appears.
c. The customer presses the Chequing or the Savings button on the PINPad 

keypad. The Enter PIN & OK PIN= prompt appears.
d. The customer keys in their personal identification number (PIN) and 

presses the OK button on the PINPad keypad. The Please Wait for Mes-
sage prompt appears.

8. The terminal prints the beginning of the Merchant copy of the receipt. The 
Host Response screen appears (indicating the Purchase Void amount and the 
customer’s Debit card number) while the terminal communicates with the 
Host.

9. When the Purchase Void 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.
a. The PINPad displays the Approved-Thanks Obtain Card prompt.

10. Tear off the receipt and keep it for your records.
11. Press Next Copy. The Cardholder copy of the receipt prints and the Host 

Response screen is updated with the Provide Transaction Record prompt.
12. Tear off the receipt and give it to the customer. 
13. Press Exit. The terminal returns to the Idle screen.

a. The PINPad displays returns to the WELCOME/BONJOUR prompt.
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D.2.4: Debit Refund Void with Tip Entry
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.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Refund Void. The Swipe Admin Card prompt appears with the words 

Refund Void above it.
a. On the PINPad the Ref. Correction prompt appears.

3. Swipe the POS Admin Card. The Enter Refund Void Amount prompt appears.
4. Key in the amount and press Enter. The Enter Original Authorization Number 

prompt appears.
5. Key in the authorization number found on the original receipt and press Enter. 

The Enter Sequence No. of Original Trans prompt appears.
6. Key in the Sequence number (the last six digits of the Receipt number without 

the ‘-’) and press Enter. The Swipe Card at Terminal or PINPAD prompt 
appears.
a. On the PINPad, the Ref. Correction Swipe Card prompt appears.

7. Swipe the card on the terminal or pinpad. The terminal displays Processing 
then the Continue on PINPad prompt appears.
a. On the PINPad, the Ref. Correction $#.## - OK? prompt appears.
b. The customer presses the OK button on the PINPad keypad. The Select 

Account prompt appears.
c. The customer presses the Chequing or the Savings button on the PINPad 

keypad. The Enter PIN & OK PIN= prompt appears.
d. The customer keys in their personal identification number (PIN) and 

presses the OK button on the PINPad keypad. The Please Wait for Mes-
sage prompt appears.

8. The terminal prints the beginning of the Merchant copy of the receipt. The 
Host Response screen appears (indicating the Refund Void amount and the 
customer’s Debit card number) while the terminal communicates with the 
Host.

9. When the Refund Void 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.
a. The PINPad displays the Approved-Thanks Obtain Card prompt.
b. The customer returns the PINPad.

10. Tear off the receipt and keep it for your records.
11. Press Next Copy. The Cardholder copy of the receipt prints and the Host 

Response screen is updated with the Provide Transaction Record prompt.
12. Tear off the receipt and give it to the customer along with the Debit card.
13. Press Exit. The terminal returns to the Idle screen.

a. The PINPad displays returns to the WELCOME/BONJOUR prompt.
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D.3: Credit Card Transactions with Tip Entry

D.3.1: Credit Purchase with Tip Entry
From the Idle screen:

1. Key in the Purchase Amount and press Enter. The Swipe Card at Terminal or 
PINPAD prompt appears.
a. On the PINPad, the prompt Purchase appears, then the Swipe Card 

prompt.
2. Swipe the customer’s Credit card on the terminal. 

Note: Credit Cards must be swiped on the terminal, NOT the PINPAD.

The terminal displays Processing, then the Enter Last 4 Digits prompt 
appears.
a. The PINPad returns to the Purchase prompt.

3. Key in the last four digits of the card number and press Enter. The terminal 
displays Processing, then the Continue on PINPad prompt appears.
On the PINPad:
a. The PURCHASE $#.## OK? prompt appears.
b. The customer presses OK. The TIP AMOUNT $#.## prompt appears.
c. The customer keys in the amount of the tip and presses OK 

OR
simply presses OK to leave the tip amount at zero. 
The Purchase $#.## - OK? prompt appears. The value displayed includes 
the purchase amount and the tip amount.

d. The customer presses OK to accept the amount displayed.
e. The WELCOME/BONJOUR prompt reappears.

4. The Host Response screen appears (indicating the Purchase amount, the Tip 
amount, the Total amount and the card number) while the terminal communi-
cates with the Host.

5. 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.

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

7. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 
Response screen is updated with the prompt Provide Transaction Record.

8. Tear off the receipt and give it to the customer along with their Credit card.
9. Press Exit. The terminal returns to the Idle screen.
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D.3.2: Other Credit Transactions with Tip Entry Enabled
Credit refunds, purchase voids, refund voids do not require PINPad entry even if 
the original transaction included a tip keyed in on the PINPad. Follow the instruc-
tions in sections ‘Enter Purchase Amount’ Idle Screen Instructions to process 
these transactions.

Pre-authorizations and advice transactions do not prompt for PINPad entry.
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Appendix E: Purchasing Card Transactions

If some of your customers use Purchasing Cards (used for business-to-business 
purchases) rather than regular credit cards, you can configure your 3100IP to pro-
cess Purchasing Cards.

This chapter outlines the procedures for processing Credit transactions using a 
Purchasing Card. Transactions available for purchasing cards are: 

• Purchase
• Purchase Void
• Refund
• Refund Void
• Pre-Authorization
• Advice

Purchasing Card transactions involve the use of the cardholder’s Purchasing Card. 
The Purchasing Card number can be entered in two ways:

• the card 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 Purchasing Card number using the keypad. You will then 
be prompted to enter the card’s four digit Expiry Date.

The PINPad is not used for Purchasing Card transactions. The PINPad displays 
the prompt WELCOME/BONJOUR throughout the transaction.

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 3100IP set up with a Swipe Customer Card 
Idle screen. If your terminal has an Enter Purchase Amount screen, please see sec-
tion E.4: ‘Enter Purchase Amount’ Idle Screen Instructions.
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E.1: Configuration
To set up your terminal to accept Purchasing Cards and display the appropriate tax 
amounts prompts, follow the instructions below.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears. 
3. Scroll down then select Purchasing Card. The Purchasing Card menu 

appears.
4. Select Purchasing Card (again). The Purchasing Card On? prompt appears.
5. Select Yes. The Purchasing Card menu reappears with additional list items.
6. Select Sales Tax Type. The Sales Tax Type? prompt appears.
7. Select the sales tax type required by your business. The default is PST & GST. 

If you selected:
• PST & GST, the Purchasing Card menu reappears. Go to Step 8
• QST & GST, the Purchasing Card menu reappears with the Mer-

chant PST Number list item changed to Merchant QST Number. Go 
to step 8.

• HST or GST Only, the Purchasing Card menu reappears with only 
the Merchant GST Number list item. Go to step 10.

8. Select the provincial tax type number. If you selected:
• Merchant PST Number, the Merchant PST Number prompt appears.
• Merchant QST Number, the Merchant QST Number prompt appears.

9. Key in your provincial tax number (min. 1, max. 13 characters) and press 
Enter. The Purchasing Card menu reappears.

10. Select Merchant GST Number. The Merchant GST Number prompt appears 
with an alphanumeric keypad.

11. Key in your GST number (min. 1, max. 13 characters) and press Enter. The 
Purchasing Card menu reappears.

12. Press Exit to save the changes. The Terminal Configuration menu reappears.

The terminal is now ready to process Purchasing Cards. There is no change to the 
Financial Transactions menu.
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E.2: Purchase
From the Idle screen:

1. Swipe the customer’s Purchasing Card on the terminal. The terminal displays 
Processing then Enter Last 4 Digits prompt appears.

2. Key in the last four digits of the Purchasing Card number and press Enter. 
The terminal prints the beginning of the Merchant copy of the receipt and the 
Enter Purchase Amount prompt appears

3. Key in the Purchase Amount and press Enter. The Enter XXX Amount prompt 
appears. (XXX is the tax type to be entered.)

4. This is optional. Key in the dollar value of the tax type indicated and press 
Enter. The Enter Customer Reference Number prompt appears.

5. This is optional. Key in the Customer Reference Number and press Enter. 
The Host Response screen appears (indicating the purchase amount and the 
Purchasing Card number) while the terminal 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 Obtain Customer Signature 
prompt.The terminal finishes printing the Merchant copy of the receipt. The 
Next Copy button appears.

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

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

9. Tear off the receipt and give it to the customer. 
10. Press Exit. The terminal returns to the Idle screen.

E.3: Other Financial Transactions
As you can see in the Purchase instructions above, performing a Purchasing Card 
transaction is very similar to performing a Credit Card transaction. 

To perform a Refund, Purchase Void, Refund Void, Pre-authorization or Advice 
transaction using a Purchasing Card from a Swipe Customer Card Idle screen, fol-
low the appropriate instructions in Credit Financial Transactions until you have 
entered the transaction amount. Then, perform these steps:

i. The Enter XXX Amount prompt appears. (XXX is the tax type to be entered.)
ii. Key in the dollar value of the tax type indicated and press Enter. This is 

optional. The Enter Customer Reference Number prompt appears.
iii. Key in the Customer Reference Number and press Enter. This is optional. 

When the Host Response screen appears, continue following the instructions in 
Credit Financial Transactions.
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E.4: ‘Enter Purchase Amount’ Idle Screen Instructions
If your terminal has an Enter Purchase Amount Idle screen, the order of the Swipe 
Customer Card and Enter Amount prompts are reversed. See section 9.8: ‘Enter 
Purchase Amount’ Idle Screen Instructions for examples of the steps that are 
changed for a Credit Purchase transaction and a Credit Purchase Void transaction.

For information on performing Purchasing Card purchase transactions with Tip 
Entry on PINPad enabled, see Section D.3.1: Credit Purchase with Tip Entry and 
enter the tax information when prompted.
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Appendix F: Private Label Transactions

Private Label credit transactions involve the use of the cardholder’s Private Label 
Credit card. These cards can be processed on the Moneris Host or on a Third Party 
Host. 

Before using Private Label cards processed by a third party (such as JCB or Din-
ers Club enRoute) on your 3100IP, you must contact the Third Party card proces-
sor and arrange for service from them. You must also notify Moneris that you will 
be using this service, to ensure that your terminal’s initialization parameters are 
updated on the Moneris Host. And, you must configure your terminal.

This chapter outlines the procedures for configuring the terminal to communicate 
with a Third Party Host and accept Private Label cards. It also provides instruc-
tions on performing financial transactions using a Private Label card.

The following transactions can be performed using a Private Label credit card:

• Purchase (instructions below)
• Purchase Void
• Refund (instructions below)
• Refund Void
• Pre-Authorization
• Advice
• Credit Application (instructions below)
• Payment (instructions below)
• Payment Void (instructions below)

IMPORTANT: Before using a Private Label card for a financial 
transaction, the Host must be configured AND the 
Private Label card must be set up as a Third Party 
Card.

The Private Label Card number can be entered in two ways:

• the card 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 Private Label Card number using the keypad. You will then 
be prompted to enter the card’s four digit Expiry Date.
Note: The cardholder does NOT need to be present to process a Private Label 

credit card transaction if the card number and expiry date are keyed in.

The PINPad is not used for Private Label transactions unless Tip Entry on PINPad 
is enabled (see section D.3: Credit Card Transactions with Tip Entry). The PIN-
Pad displays the prompt WELCOME/BONJOUR throughout the transaction.
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F.1: Configuration
If the Private Label card is processed by the Moneris Host, you must configure a 
Third Party card (see section F.1.2: Third Party Card) and use Host 0.

If the Private Label card is processed by another host, you must first configure a 
Third Party Host (see section F.1.1: Third Party Host) then configure the Third 
Party Card and use that Host you’ve configured.

F.1.1: Third Party Host
Use this transaction to set up communication parameters for processing one or 
more Private Label cards to a Third Party Host.

A maximum of nine Third Party hosts (numbers 1 - 9) can be set up.

To set up a Third Party Host
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Host. The Select Host Number prompt 

appears with nine options.
4. Select a Host # list item with a status of Empty. (Numbers that are currently in 

use display a status of Active.) The Third Party Host Setup Host #_ menu 
appears.

5. Select Host Type. The Host Type? prompt appears.
6. Select the host type you will be using. The Third Party Host Setup Host #_ 

menu reappears.
• If you selected SNS and are using the 3100IP in a hotel or rental 

agency, you will need to set the Pre-Auth Type.
• If you selected Visa1, you will only be able to perform Purchase Only 

Authorizations for Third Party Cards assigned to this Third Party 
Host.

7. Select Merchant ID. The Enter Merchant ID prompt appears with an alphanu-
meric keypad.

8. Key in the Merchant ID provided by the Third Party Card provider (min. 1, 
max. 20 characters) and press Enter. The Third Party Host Setup Host #_ 
menu reappears.

9. Select Communications Type. The Communications Type? prompt appears. 
One or two of the options may be greyed out, depending on how your Moneris 
Host connection is configured.

10. Select the communication type the terminal will use to communicate with the 
Third Party Host. The default is Dial.
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 



Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 119

Private Label Transactions

NOT BE USED AS AN ALTERNATIVE TO DIAL 
COMMUNICATIONS. 

• If you pressed Dial, the Third Party Host Setup Host #_ menu reappears 
with Primary Phone Number enabled.
a. Select Primary Phone Number. The Primary Phone Number prompt 

appears with a numeric keypad.
b. Key in the Primary Phone Number (min. 7, max. 16 digits) and press 

Enter. The Third Party Host Setup Host #_ menu reappears.
c. This item is optional. Select Primary Network ID to enter the ID. The Pri-

mary Network ID prompt appears with an alphanumeric keypad. 
d. Key in the 8-character network ID and press Enter. The Third Party Host 

Setup Host #_ menu reappears.
e. Select Primary Line Speed to set the modem speed. The Primary Line 

Speed? prompt appears.
f. Select the appropriate Baud rate. The default is 1200 Baud. The Third 

Party Host Setup Host #_ menu reappears.
• If you pressed LAN on the Communications Type prompt, the Third Party 

Host Setup Host #_ menu reappears with Backup Phone Number and 3201 
Poll Code enabled.
a. Select 3201 Poll Code. The Enter Datapac 3201 Poll Code prompt appears 

with an alphanumeric keypad.
b. Key in the two-character poll code provided by the Third Party Card pro-

vider and press Enter. The Third Party Host Setup Host #_ menureap-
pears.

11. This item is optional.
a. Select Backup Phone Number to enter the backup phone number of the 

Third Party Host. The Backup Phone Number prompt appears with a 
numeric keypad.

b. Key in the Backup Phone Number (min. 7, max. 16 digits) and press Enter. 
The Third Party Host Setup Host #_ menu reappears.

12. This item is optional. 
a. Select Backup Network ID to enter the ID. The Backup Network ID 

prompt appears with an alphanumeric keypad. This item is optional.
b. Key in the 8-character network ID and press Enter. The Third Party Host 

Setup Host #_ menu reappears.
13. This item is optional.

a. Select Backup Line Speed to set the modem speed. The Primary Line 
Speed? prompt appears.

b. Select the appropriate Baud rate. The default is 1200 Baud. The Third 
Party Host Setup Host #_ menu reappears.

• If you selected the Visa1 Host Type, go to step 16.
• If you selected the SNS Host Type, go to step 14.

14. Scroll down and select Pre-Auth Type. The Pre-Auth Type? prompt appears.
15. Select Hotel/Rental. The Third Party Host Setup Host #_ menu reappears.
16. Press Exit. The Terminal Configuration menu reappears.
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The 3100IP is now ready to communicate with Third Party Host. You may now 
set up Third Party Cards and assign them to this host.

To change an existing Third Party Host parameter
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Host. The Select Host Number prompt 

appears.
4. Select the Host # of the Third Party Host you wish to change. The Third 

Party Host Setup Host #_ menu appears.
5. Select the parameter you wish to change. The appropriate prompts will 

appear.
6. When the Third Party Host Setup Host #_ menu reappears, press Exit to 

save the changes.The Select Host Number menu reappears.
7. Press Exit to return to the Terminal Configuration menu.

To deactivate a Third Party Host
Any Third Party cards assigned to a Third Party Host must be unassigned before 
the Third Party Host can be deactivated.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Host. The Select Host Number prompt 

appears.
4. Select the Host # of the Third Party Host you wish to deactivate. The Third 

Party Host Setup Host #_ menu appears.
5. Press Clear. The Remove Host #_? prompt appears.
6. Select Yes to clear the entry for this host. The Select Host Number prompt 

reappears. The Host Number that has been deactivated displays a status of 
Empty.

7. Press Exit. The Terminal Configuration menu reappears.

The 3100IP terminal can no longer communicate with the Third Party Host and 
any Third Party Cards associated with that Host can no longer be used on the ter-
minal.

F.1.2: Third Party Card
Use this function to enable the 3100IP to accept Private Label cards.

If the Private Label card is processed by a host other than Moneris, you must first 
configure a Third Party Host (see section F.1.1: Third Party Host) then configure 
the Third Party Card and use the Host that you’ve configured.

A maximum of 20 cards can be set up.
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To set up a Third Party Card
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Card. The Select Card Name or Press 

Enter for New Card prompt appears.
4. Press Enter. The Enter Card Name prompt appears with an alphanumeric key-

pad.
5. Key in the name (min. 2, max. 12 characters including spaces) of the Third 

Party Card and press Enter. The Select Card Name or Press Enter for New 
Card prompt appears with the new card name on the list of items.
WARNING: ENSURE THAT YOU ENTER A NEW CARD NAME. IF 

AN EXISTING CARD NAME IS ENTERED, THE 
TERMINAL WILL NOT CREATE A NEW CARD. ANY 
CHANGES YOU MAKE WILL AFFECT THE EXISTING 
CARD’S PARAMETERS.

6. Select the list item with the new card name on it. The Third Party Card Setup 
menu appears with the card name displayed.

7. Select Host Number. The Enter Host Number prompt appears with ten 
options. Host Numbers that have not been set up are unavailable and are 
greyed out on the menu. Host 0 is the Moneris Host.

8. Select the host number list item that corresponds to the Third Party Host you 
will use for processing this Third Party Card. The Third Party Host must be 
set up already. The Third Party Card Setup menu reappears.

9. Configure the BIN Ranges for each of the three bins. You should receive the 
BIN Ranges from your Third Party Card provider. 
a. Select BIN Range #1-Low. The BIN Range #1-Low prompt appears with a 

numeric keypad.
b. Key in the low BIN Range value (min. 1, max. 10 digits) for this card and 

press Enter. The Third Party Card Setup menu reappears.
c. Repeat steps 9a. and 9b. for BIN Range 1-High, BIN Range 2-Low and -

High and BIN Range 3-Low and -High.
10. Select Perform MOD10 Check. The Perform MOD10 Check? prompt 

appears.
11. Select Yes to have a MOD10 check performed on the customer’s card OR

Select No to skip the MOD10 check.
The Third Party Card Setup menu reappears.

12. This step is optional. If the Third Party Host has the SNS format, you can 
enable Draft Capture transactions.
a. Select Draft Capture. The Draft Capture prompt appears.
b. Select Yes to store Third Party Card transactions in the draft capture mem-

ory and print a receipt. The Third Party Card Setup menu reappears.
13. Press Exit to save the changes. The Select Card Name or Press Enter for New 

Card prompt reappears.
14. Press Exit. The Terminal Configuration menu reappears.
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The 3100IP is now able to process transactions for the Third Party Card.

To change a Third Party Card parameter
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Card. The Select Card Name or Press 

Enter for New Card prompt appears.
4. Select the card you wish to alter. The Third Party Card Setup menu appears.
5. Select the parameter you wish to change. The appropriate prompts will 

appear.
6. When the Third Party Card Setup menu reappears, press Exit to save the 

changes. The Select Card Name or Press Enter for New Card prompt reap-
pears.

7. Press Exit. The Terminal Configuration menu reappears.

The parameters of the Third Party Card have now been changed.

To remove a Third Party Card
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Third Party Card. The Select Card Name or Press 

Enter for New Card prompt appears.
4. Select the card you wish to disable and remove from the terminal. The Third 

Party Card Setup menu appears.
5. Press Clear. The Remove CARDNAME? prompt appears.
6. Select Yes to destroy the entry for this Third Party Card. The Select Card 

Name or Press Enter for New Card prompt reappears. The Third Party Card 
name no longer appears as a list item on this screen.

7. Press Exit. The Terminal Configuration menu reappears.

The Third Party Card can no longer be used on the 3100IP terminal.
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F.2: Financial Transactions
Private Label card transactions are identical to regular credit card transactions, 
except for the Promo Code prompt which appears after the Enter Transaction 
Amount prompt.

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 3100IP set up with a Swipe Customer Card 
Idle screen.

If your terminal has an Enter Purchase Amount Idle screen, the order of the Swipe 
Customer Card and Enter Amount prompts are reversed. See section 9.8: ‘Enter 
Purchase Amount’ Idle Screen Instructions for examples of the steps that are 
changed for a Credit Purchase transaction and a Credit Purchase Void transaction.

F.2.1: Private Label Card Purchase
To process a Purchase transaction using a Private Label card, follow the instruc-
tions below.

From the Idle screen:

1. Swipe the customer’s Private Label card on the terminal. The terminal dis-
plays Processing then the Enter Last 4 Digits prompt appears.

2. Key in the last four digits of the Private Label card number and press Enter. 
The terminal prints the beginning of the Merchant copy of the receipt and the 
Enter Purchase Amount prompt appears.

3. Key in the Purchase amount and press Enter. The Enter Promo Code prompt 
appears.

4. Key in the Promo Code and press Enter.
5. The Host Response screen appears (indicating the purchase amount and the 

card number) while the terminal 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 Obtain Customer Signature 
prompt. The terminal finishes printing the Merchant copy of the receipt. The 
Next Copy button appears.

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

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

9. Tear off the receipt and give it to the customer. 
10. Press Exit. The terminal returns to the Idle screen.
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F.2.2: Private Label Card Refund
This is used to refund the full amount or a partial amount of a Private Label Pur-
chase transaction. 

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Refund. The Swipe Admin Card prompt appears with the word Refund 

above it.
3. Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
4. Swipe the customer’s Private Label card on the terminal. The terminal dis-

plays Processing then the Enter Last 4 Digits prompt appears.
5. Key in the last four digits of the Private Label card number and press Enter. 

• If the Promo Code prompt is enabled, the Enter Promo Code prompt 
appears.

• If not, go to step 7.
6. Key in the Promo Code and press Enter. 
7. The Enter Original Authorization Number prompt appears.
8. Key in the authorization number 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.

9. Key in the amount to be refunded and press Enter. The Host Response screen 
appears (indicating the refund amount and the card number) while the termi-
nal communicates with the Host.

10. 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.

11. Tear off the receipt and keep it for your records.
12. 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.

13. Tear off the receipt, sign it and give it to the customer. 
14. Press Exit. The terminal returns to the Idle screen.
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F.2.3: Other Financial Transactions with Private Label 
Cards
As you can see in the Purchase and Refund instructions above, performing a Pri-
vate Label card transaction is identical to performing a Credit Card transaction 
except for the Promo Code prompt which appears after the Enter Transaction 
Amount prompt.

For instructions on performing purchase void, refund void, pre-authorization and 
advice transactions using a Private Label card, see the appropriate section of 
Credit Financial Transactions and key in the Promo Code when prompted.

For information on performing Private Label card transactions with Tip Entry on 
PINPad enabled, see section D.3: Credit Card Transactions with Tip Entry and 
key in the Promo Code when prompted.
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F.3: Credit Application
This transaction is only available if the Third Party Host that processes the Private 
Label card provides this service and the merchant’s agreement with the Third 
Party Host includes this service. Moneris must be notified in order to update the 
Merchant’s profile on the Moneris Host.

This transaction sends potential cardholder information to a Credit Application 
service to determine whether the potential cardholder is an acceptable credit risk. 
If yes, a receipt is printed with the new cardholder’s Private Label Credit Card 
Account Number. The new cardholder will receive their plastic Private Label card 
in the mail, but may use the printed receipt with the Account Number to make 
purchases immediately.

From the Idle screen:

Note: Unless indicated, all prompts are mandatory.

1. Press Menu. The Financial Transactions menu appears.
2. Press Admin. The Administrative Transactions menu appears.
3. Scroll down and select Credit Application. The Swipe Admin Card prompt 

appears.
4. Swipe the Moneris POS Admin Card. The Enter Clerk ID prompt appears.
5. Key in the Clerk ID number and press Enter OR swipe the Clerk ID card. The 

Enter Credit Card Number prompt appears.
• If more than one private label card is processed on the terminal, a list of 

the private label cards appears. Select the Private Label card the customer 
wishes to apply for.

6. Request an existing credit card from the customer (e.g. a VISA, MasterCard 
or American Express card) for the credit check.

7. Swipe the existing card on the terminal 
OR 
Key in the existing card’s number and press Enter then key in the card’s 
expiry date and press Enter.
The Enter Last Name prompt appears.

8. Key in the customer’s last name and press Enter. The Enter First Name 
prompt appears

9. Key in the customer’s first name and press Enter. The Enter Middle Initial 
prompt appears. This is optional. If the customer does not wish to have this on 
their card, simple press Enter. The Enter Home Telephone # prompt appears.

10. Key in the customer’s home telephone number and press Enter. The Enter 
Business Telephone # prompt appears. 

11. Key in the customer’s business telephone number and press Enter. This is 
optional. If the customer does not wish to be contacted at work, simply press 
Enter. The Enter Business Extension # prompt appears.

12. Key in the customer’s extension number (max. 4 digits) and press Enter. This 
is optional. If the customer’s hasn’t given their business number or doesn’t 
have an extension number for their business phone, simple press Enter. The 
Enter Date of Birth (MMDDYYYY) prompt appears.

13. Key in the customer’s 8-digit date of birth (e.g. Sept. 4, 1953 is entered as 
09041953) and press Enter. The Language Preference prompt appears.
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14. Ask the customer which language they would like their Private Label card and 
receipts to be printed in then select the language requested. The terminal 
prints the beginning of the Merchant copy of the receipt and begins communi-
cating with the Credit Application Host.

15. The Host Response screen appears while the terminal communicates with the 
Host.

16. When the application is approved, the Host Response screen is updated with 
the Approved text and the Keep Merchant Record prompt. The terminal fin-
ishes printing the Merchant copy of the receipt. The Next Copy button 
appears.

17. Tear off the receipt and keep it for your records.
18. Press Next Copy to print the Cardholder copy of the Credit Application 

receipt including the Private Label Credit Card Account Number. The receipt 
prints.

19. Tear off the receipt, sign it and give it to the customer. 
20. Press Exit. The terminal returns to the Idle screen.

F.3.1: Error Messages on Credit Application Receipt
If any of these error messages appear on the Private Label Credit Application 
receipt, please contact the Third Party service provider to report the problem and 
receive instructions:

• Full application required
• Unable to open an account
• Transaction not completed
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F.4: Payment
This transaction performs a payment to a cardholder’s private label account.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Scroll down and select Payment. The Swipe Admin Card prompt appears.
3. Swipe the Moneris POS Admin card. The Swipe Customer Card prompt 

appears
4. Swipe the customer’s Private Label credit card on the terminal.

• If the Enter Clerk ID prompt appears, key in the Clerk ID number and 
press Enter OR swipe the Clerk ID card. 

• If the Enter Invoice Number prompt appears, key in the Invoice Number 
and press Enter OR press Enter to leave this blank. 

The Enter Payment Amount prompt appears.
5. Key in the amount the cardholder wishes to pay towards the balance owing on 

their Private Label card and press Enter. The terminal begins communicating 
with the Private Label Host.

6. The Host Response screen appears (indicating the payment amount and the 
card number) while the terminal communicates with the Host.

7. 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.

8. Tear off the receipt and keep it for your records.
9. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
10. Tear off the receipt, sign it and give it to the customer. 
11. Press Exit. The terminal returns to the Idle screen.
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F.5: Payment Void
If a Private Label Payment transaction was performed in error or incorrectly use 
this transaction to void the incorrect Payment.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Scroll down and select Payment Void. The Swipe Admin Card prompt 

appears.
3. Swipe the Moneris POS Admin card. The Swipe Customer Card prompt 

appears
4. Swipe the customer’s Private Label credit card on the terminal.

• If the Enter Clerk ID prompt appears, key in the Clerk ID number and 
press Enter OR swipe the Clerk ID card. 

• If the Enter Invoice Number prompt appears, key in the Invoice Number 
and press Enter OR press Enter to leave this blank. 

The Enter Original Authorization Number prompt appears
5. Key in the authorization number (AUTH. # on the original Payment receipt) 

and press Enter. The Enter Paymt. Void Amount prompt appears.
6. Key in the full amount of the incorrect Payment transaction and press Enter. 

The terminal begins communicating with the Private Label Host.
7. The Host Response screen appears (indicating the payment void amount and 

the card number) while the terminal communicates with the Host.
8. 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.

9. Tear off the receipt, have the customer sign it and keep it for your records.
10. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
11. Tear off the receipt and give it to the customer.
12. Press Exit. The terminal returns to the Idle screen.
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Appendix G: Cheque Authorization

Use this procedure to electronically obtain approval from a Cheque Authorization 
Service provider. This allows to protect yourself from NSF cheques while giving 
your customers an additional payment method they may be more comfortable 
using. 

Before using this feature you must:

• contact a Cheque Authorization Service provider and subscribe to their ser-
vice. 

• configure your terminal (see Section G.1: Configuration). 
Note: This transaction does not appear on the Financial Transactions 

menu unless it is set up in the Terminal Configuration menu 

The customer must present a valid Driver’s License or Credit Card to process this 
transaction.

The PINPad is not used during this transaction.

No receipts are printed.

G.1: Configuration
Before using the Cheque Authorization service on your 3100IP, you must contact 
one of the Moneris-certified Cheque Authorization service providers, Telecheck 
or Vericheck, and arrange for service from them. You must also notify Moneris 
that you will be using this service, so the Moneris Host can update your terminal’s 
initialization parameters.

You must use dial communications to access a Cheque Authorization service.

To keep the displayed value for a list item, do not select the list item, simply press 
Enter to leave it as is. If you do select the list item, press Enter to retain the dis-
played value and return to the Cheque Authorization Service menu.

G.1.1: Enabling Cheque Authorization
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down and select Cheque Authorization. The Cheque Authorization 

Service menu appears with a list of parameters and their current values.
4. Select Terminal ID to enter the Terminal ID assigned to your terminal by your 

Cheque Authorization service provider. The Enter Terminal ID prompt 
appears.

5. Key in the Terminal ID (min. 1, max. 20 alphanumeric, special characters 
allowed) and press Enter. The Cheque Authorization Service menu reap-
pears.
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6. Select Service Type to select the Cheque Authorization service provider you 
have chosen. The Enter Cheque Service Type? prompt appears with two 
options: Telecheck and Vericheck. 

7. Select the cheque authorization service provider you are using. 
OR
Press Enter to accept the default, Vericheck. The Cheque Authorization Ser-
vice menu reappears.

8. Select Primary Phone Number to enter the phone number of the Cheque 
Authorization service provider. The Primary Phone Number prompt appears 
with a numeric keypad.

9. Key in the Primary Phone Number (min. 7, max. 16 digits) and press Enter. 
The Cheque Authorization Service menu reappears.

10. This item is optional.
a. Select Primary Network ID. The Primary Network ID prompt appears with 

an alphanumeric keypad. 
b. Key in the 8-character network ID and press Enter. The Cheque Authori-

zation Service menu reappears.
11. Select Primary Line Speed to set the modem speed. The Primary Line 

Speed? prompt appears.
12. Select the list item with the appropriate Baud rate. The default is 1200 Baud. 

The Cheque Authorization Service menu reappears.
13. This item is optional. 

a. Select Backup Phone Number to enter the backup phone number of the 
Cheque Authorization service provider. This item is optional. The Backup 
Phone Number prompt appears with a numeric keypad.

b. Key in the Backup Phone Number (min. 7, max. 16 digits) and press Enter. 
The Cheque Authorization Service menu reappears.

14. This item is optional, however if the Backup Phone Number has been entered 
the Backup Network ID must also be entered. 
a. Select Backup Network ID. The Backup Network ID prompt appears with 

an alphanumeric keypad. This item is optional.
b. Key in the 8-character network ID and press Enter. The Cheque Authori-

zation Service menu reappears.
15. This item is optional.

a. Select Backup Line Speed to set the speed of the backup modem. The 
Backup Line Speed? prompt appears.

b. Select the list item with the appropriate Baud rate. The default is 1200 
Baud. The Cheque Authorization Service menu reappears.

16. Press Exit to save the settings and return to the Terminal Configuration 
menu.

Your 3100IP is now enabled for Cheque Authorization and ready to communicate 
with a Cheque Authorization service provider. The Cheque Authorization item 
appears on the Financial Transactions menu.
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G.1.2: Disabling Cheque Authorization
If a Terminal ID has already been entered, the Clear button is enabled on the 
Cheque Authorization Service menu. To disable Cheque Authorization after a 
Terminal ID has been entered:

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Scroll down then select Cheque Authorization. The Cheque Authorization 

Service menu appears.
4. Press Clear to disable cheque authorization. The Remove Cheque Authoriza-

tion? prompt appears.
5. Select Yes to disable cheque authorization and return to the Terminal Config-

uration menu.

The 3100IP will no longer communicate with a Cheque Authorization service pro-
vider and the Cheque Authorization item is removed from the Financial Trans-
actions menu.

G.2: Driver’s License Authorization Method
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Cheque Authorization. The Authorization Method? prompt appears.
3. Select Driver’s Licence. The Enter Driver’s Licence Number prompt appears.
4. Key in the Driver’s Licence Number (min. 1, max. 20 characters, do not enter 

the dashes) and press Enter. The Enter Province/State Code prompt appears.
5. Key in the two-character Province or State Code for the province or state in 

which the license was issued (the codes will be provided by the Cheque 
Authorization Service provider) and press Enter. The Enter Cheq Auth 
Amount prompt appears.

6. Key in the amount of the cheque to be authorized and press Enter. The Host 
Response screen appears (indicating the amount to be authorized) while the 
terminal communicates with the Cheque Authorization Host.

7. When the transaction is approved, the Host Response screen is updated with 
the approval number.

8. Write the approval number on the back of the customer’s cheque.
9. Press Exit. The terminal returns to the Idle screen.
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G.3: Credit Card Authorization Method
There are two ways to enter the credit card information. You can either swipe the 
customer’s Credit card on the terminal or you can key in the customer’s Credit 
card number and card expiry date.

Swipe Customer Card Entry
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Cheque Authorization. The Authorization Method? prompt appears.
3. Select Credit Card. The Enter Account Number prompt appears.
4. Key in the Credit Card Account Number (min. 1, max. 20 characters) and 

press Enter. The Enter Expiry Date (MMYY) prompt appears.
5. Key in the four-digit Expiry Date and press Enter.

• If your are using Telecheck, the Enter ID Type prompt appears with an 
alphanumeric keypad.

• If not, the Enter Cheq Auth Amount prompt appears. Go to step 7.
6. Key in the two-digit ID Type (Telecheck will provide these codes) and press 

Enter. The Enter Cheq Auth Amount prompt appears.
7. Key in the amount of the cheque to be authorized and press Enter. The Host 

Response screen appears (indicating the amount to be authorized) while the 
terminal communicates with the Cheque Authorization Host.

8. When the transaction is approved, the Host Response screen is updated with 
the approval number.

9. Write the approval number on the back of the customer’s cheque.
10. Press Exit. The terminal returns to the Idle screen.

Enter Card Information Entry
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Cheque Authorization. The Authorization Method? prompt appears.
3. Select Credit Card. The Enter Account Number prompt appears.
4. Swipe the Credit Card.

• If your are using Telecheck, the Enter ID Type prompt appears with an 
alphanumeric keypad.

• If not, the Enter Cheq Auth Amount prompt appears with the customer’s 
Credit Card number above it. Go to step 6.

5. Key in the two-digit ID Type (Telecheck will provide these codes) and press 
Enter. The Enter Cheq Auth Amount prompt appears.

6. Key in the amount of the cheque to be authorized and press Enter. The Host 
Response screen appears (indicating the amount to be authorized) while the 
terminal communicates with the Cheque Authorization Host.

7. When the transaction is approved, the Host Response screen is updated with 
the approval number.

8. Write the approval number on the back of the customer’s cheque.
9. Press Exit. The terminal returns to the Idle screen.
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Appendix  H: ValueLink Gift Card Program

The ValueLink Gift Card program gives merchants the opportunity to offer their 
customers electronic gift cards for use at their store locations.

To process ValueLink Gift Card transactions on the 3100IP you must:

• contact ValueLink and subscribe to their service
• configure your terminal (section Terminal Configuration for ValueLink).

This appendix provides instructions for configuring the terminal to accept Val-
ueLink Gift Cards and outlines the procedures for processing ValueLink gift card 
financial transactions including:

• Redemption
• Refund
• Redemption Void
• Refund Void
• Activation
• Activation Void
• Balance Transfer
• Balance Inquiry
• Cash Out

Two administrative transactions are also included:

• Print Gift Card Transactions
• Gift Card Transaction Inquiry

Your 3100IP can perform these transactions for two types of ValueLink gift cards:

• Pre-defined Gift Cards: These cards have a pre-defined cash value (e.g. $20, 
$50, $100, etc.) that can be used by the customer to make a purchase.

• Merchandise Return Cards: These cards have a cash value assigned to them 
when they are activated on the 3100IP. They are called Merchandise Return 
(MR) Cards because they are generally used to refund a customer for the 
value of merchandise they have returned. The customer can then use the MR 
Card to make another purchase at your store.

ValueLink gift card transactions involve the use of the cardholder’s ValueLink gift 
card. The Gift Card must be swiped through the magnetic stripe reader (MSR) on 
the terminal, not on the PINPad. You cannot key in the ValueLink gift card num-
ber when performing a ValueLink gift card transaction.

The PINPad is not used for ValueLink gift card transactions even when Tip Entry 
on PINPad is enabled. The PINPad displays the prompt WELCOME/BONJOUR 
throughout the transaction.
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H.1: ValueLink Screen Format
The style of the screens that appear when you process ValueLink gift card transac-
tions are slightly different from the style of the rest of the 3100IP screens. The 
buttons and keys on the ValueLink screens function in the same manner and are in 
the same location, but have square, not rounded, corners.

H.2: Terminal Configuration for ValueLink
Use this function to allow your 3100IP terminal to perform ValueLink Gift Card 
transactions. As you configure the ValueLink gift card parameters, the list items 
on the Gift Card Configuration menu will be updated to display the selections 
you have made and the data you have input.

Note: The ValueLink Gift Card Host must be set up as a Third Party Host 
before the ValueLink Gift Card settings can be configured

H.2.1: Enabling ValueLink on the Terminal
From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Gift Card Configuration. The prompt Swipe Admin Card appears. 
4. Swipe the POS Admin card. The Gift Card Configuration menu appears.
5. Select Gift Card Enabled. The Enable Gift Card? prompt appears.
6. Select Yes. The Gift Card Configuration menu reappears.
7. Select Host Routing Code. The Host Routing Code prompt appears.
8. Key in the one-digit alphabetic (upper-case) or numeric routing code using the 

alphanumeric keypad on the screen. The default is 9. The Gift Card Configu-
ration menu reappears.

9. Select Terminal ID. The Terminal ID prompt appears.
10. Key in the Terminal ID (min. 1, max. 11 alphanumeric characters) using the 

alphanumeric keypad on the screen and press Enter.
• If this is the first time a Terminal ID for ValueLink Gift Card has been 

entered on the terminal, the Gift Card Configuration menu reappears.
• If this Terminal ID replaces a previously entered Terminal ID, the Do You 

Wish to Clear Storage? prompt appears. 
Select Yes to clear previous ValueLink Gift Card transactions from the 
memory and reset the ValueLink Gift Card terminal totals to zero 
OR
Select No to retain the previous ValueLink Gift Card transactions and 
totals. 
The Gift Card Configuration menu reappears.

11. Select Terminal Number. The Terminal Number prompt appears.
12. Key in the Terminal Number (min. 1, max. 4 alphanumeric characters) using 

the alphanumeric keypad on the screen. There is no default value. 
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• If this is the first time a Terminal Number for ValueLink Gift Card has 
been entered on the terminal, the Gift Card Configuration menu reap-
pears.

• If this Terminal Number replaces a previously entered Terminal Number, 
the Do You Wish to Clear Storage? prompt appears. 
Select Yes to clear previous ValueLink Gift Card transactions from the 
memory and reset the ValueLink Gift Card terminal totals to zero 
OR
Select No to retain the previous ValueLink Gift Card transactions and 
totals. 
The Gift Card Configuration menu reappears.

13. Press Exit to return to the Terminal Configuration menu.

The 3100IP is now configured to process ValueLink Gift Cards.

H.2.2: Changing Terminal Configuration for ValueLink
If you wish to change the settings of any of the list items on the Gift Card Config-
uration menu, follow steps 1 through 4 of section Enabling ValueLink on the Ter-
minal, then select the list item you wish to change, and select the new setting or 
key in the new data. The Gift Card Configuration menu will reappear and the 
change will be displayed on the list item.

If Gift Card Enabled is set to “No”, the other three list items (Host Routing 
Code, Terminal ID and Terminal Number) are disabled and greyed-out on the 
screen. They cannot be changed unless the Gift Card option is enabled.

H.2.3: Disabling ValueLink on the Terminal
1. On the Idle screen, press Menu. The Financial Transactions menu appears.
2. Press Config. The Terminal Configuration menu appears.
3. Select Gift Card Configuration. The Swipe Admin Card prompt appears.
4. Swipe the POS Admin card.The Gift Card Configuration menu appears.
5. Select Gift Card Enabled. The Enable Gift Card? prompt appears.
6. Select No. The Gift Card Configuration menu reappears.
7. Press Exit to return to the Terminal Configuration menu.

The 3100IP is no longer configured to process ValueLink Gift Cards.
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H.3: ValueLink Gift Card Financial Transactions
The instructions for performing ValueLink Gift Card transactions are the same for 
both types of ValueLink Gift Card, Pre-defined and Merchandise Return, with one 
exception. In the Activation transaction, when prompted to enter the dollar value 
of the card, the entry method depends on the ValueLink Gift Card type. The two 
methods are indicated in the section ValueLink Gift Card Activation below.

All ValueLink Gift Card Financial transactions must begin on the ValueLink Gift 
Card Transactions menu. To access this menu from the Idle screen:
1. Press Menu. The Financial Transactions menu appears.
2. Select Gift Card Transactions. The ValueLink Gift Card Transactions 

menu appears.

The following instructions apply to both the Swipe Customer Card Idle screen and 
the Enter Purchase Amount Idle screen.

H.3.1: ValueLink Gift Card Activation
A ValueLink Gift Card must be activated before it can be used. Activation con-
firms that the face value of the card matches the amount on the card and makes 
that value available for use.

Note: The 3100IP must be logged on before you perform a ValueLink Gift 
Card Activation.

From the Gift Card Transactions menu:

1. Select Activation. The prompt Swipe Customer Card appears.
2. Swipe the ValueLink Gift Card on the terminal. The prompt Customer Lan-

guage? appears.
3. Select English or French to set the language in which the customer’s receipt 

will be printed. The Enter Activation Amount prompt appears.
4. For a Merchandise Return Card, key in the amount and press Enter

OR
For a Pre-defined ValueLink Gift Card, press Enter.
The terminal prints the beginning of the Merchant copy of the receipt and the 
Host Response screen appears (indicating the Activation amount and the Val-
ueLink Gift Card card number) while the terminal communicates with the 
host.

5. 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.

6. Tear off the receipt and keep it for your records.
7. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
8. Tear off the receipt and give it to the customer. 
9. Press Exit. The terminal returns to the Idle screen.

The ValueLink Gift Card is now activated and available for the customer to use. 



Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4 139

ValueLink Gift Card Program

H.3.2: Activation Void
To prevent an activated ValueLink Gift Card from being used, perform an Activa-
tion Void transaction to deactivate the card.

From the Gift Card Transactions menu:

Note: The 3100IP must be logged on before you perform a ValueLink Gift 
Card Activation Void.

1. Select Activation Void. The Swipe Admin Card prompt appears with the text 
Gift Card Activation Void above it.

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

3. Swipe the ValueLink Gift Card on the terminal. The prompt Customer Lan-
guage? appears.

4. Select French or English depending on which language was selected for the 
receipt during activation. The Enter Activ. Void Amount prompt appears.

5. Press Enter to clear the amount remaining on the ValueLink Gift Card. 
6. The terminal prints the beginning of the Merchant copy of the receipt and the 

Host Response screen appears (indicating the Activation Void amount and the 
ValueLink Gift Card card number) while the terminal communicates with the 
host.

7. 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.

8. Tear off the receipt and keep it for your records.
9. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
10. Tear off the receipt and give it to the customer. 
11. Press Exit. The terminal returns to the Idle screen.

The ValueLink Gift Card is now deactivated and is no longer available for the cus-
tomer to use.



ValueLink Gift Card Program

140 Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4

H.3.3: ValueLink Gift Card Redemption
Use this transaction to perform a Redemption transaction using a customer’s Val-
ueLink Gift Card.

Note: The 3100IP must be logged on in order to process Redemption 
transactions.

From the Gift Card Transactions menu:

1. Select Redemption. The Swipe Customer Card prompt appears.
2. Swipe the customer’s ValueLink Gift Card. The prompt Customer Language? 

appears.
3. Select English or French to set the language in which the customer’s receipt 

will be printed. The prompt Enter Redemption Amount appears.
4. Key in the amount to be redeemed and press Enter. The terminal prints the 

beginning of the Merchant copy of the receipt. The Host Response screen 
appears (indicating the Redemption amount and the ValueLink Gift Card card 
number) while the terminal communicates with the host.

5. 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.

6. Tear off the receipt and keep it for your records.
7. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response Screen is updated with the prompt Provide Transaction Record.
8. Tear off the receipt and give it to the customer.
9. Press Exit. The terminal returns to the Idle screen.

H.3.4: ValueLink Gift Card Redemption - Balance Owing
If the value on the ValueLink Gift Card used for a Gift Card Redemption transac-
tion is less than the Redemption amount, the 3100IP will prompt you to select a 
payment method for the balance owing.

Follow the ValueLink Gift Card Redemption instructions up to and including step 
4 then finish the transaction following the steps below. 

5. When the transaction is approved, the Host Response screen is updated with 
the Approved text, the Authorization Number and the prompt Balance Owing 
$##.## (##.## is the dollar value of the amount owing) and a list of payment 
methods. 

6. Select the payment method the customer wants to use to pay the balance 
owing. The terminal finishes printing the Merchant copy of the receipt and the 
Next Copy button appears on the Host Response screen.

7. Tear off the receipt and keep it for your records.
8. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response Screen is updated with the prompt Provide Transaction Record and 
the 3100IP:
• initiates a Purchase transaction (if you selected Payment Card) OR
• initiates a ValueLink Gift Card Redemption (if you selected Gift Card) 

OR
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• returns to the Idle screen. (if you selected Cash).
9. Tear off the receipt and give it to the customer.
10. To complete the purchase transaction that has been initiated by the 3100IP, 

refer to the appropriate section of this manual (8.1: Debit Purchase, 9.1: 
Credit Purchase or H.3.3: ValueLink Gift Card Redemption) or follow the 
prompts on the terminal screen.

Some things to note about Purchase transactions initiated by the 3100IP after a 
ValueLink Gift Card Redemption with a Balance Owing:

• The 3100IP-initiated Purchase transaction will not prompt for the Customer 
Language, Transaction Amount, Clerk ID or Invoice Number (even if the last 
two are configured on the terminal). The settings will be taken from the initial 
ValueLink Gift Card transaction and the Transaction Amount will be the Bal-
ance Owing.

• The 3100IP-initiated Purchase transaction may be cancelled or declined by 
pressing the Exit button. The next transaction will not be based on the Balance 
Owing transaction. It will be a completely new transaction and will prompt 
for all information.

• If the 3100IP-initiated Purchase transaction is also paid by ValueLink Gift 
Card, there may be another balance owing which can also be paid by Val-
ueLink Gift Card. There is no limit to the number of balance owing transac-
tion that can be performed in a row. 

Example of Redemption Using Multiple ValueLink Gift Cards
If the redemption amount is $200 and the customer wishes to pay with $20 Val-
ueLink Gift Cards, initiate the first ValueLink Gift Card redemption using a $20 
Gift Card. The Host Response screen will indicate that the ValueLink Gift Card 
transaction was Approved and that the balance owing is $180. Select Gift Card to 
pay the balance owing. The 3100IP will print the receipts for this transaction and 
then automatically initiate another ValueLink Gift Card transaction. Use another 
$20 ValueLink Gift Card and there will be $160 owing. Continue selecting Gift 
Card to pay the balance owing until the Host Response screen appears without the 
Balance Owing line. The redemption is now complete.
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H.3.5: ValueLink Gift Card Redemption Void
From the Gift Card Transactions menu:

1. Select Redemption Void. The Swipe Admin Card prompt appears.
2. Swipe the POS Admin Card. The Swipe Customer Card prompt appears.
3. Swipe the customer’s ValueLink Gift Card on the terminal. The prompt Cus-

tomer Language? appears.
4. Select English or French to set the language in which the customer’s receipt 

will be printed. The prompt Enter Purch. Void Amount appears.
5. Key in the amount of the ValueLink Gift Card redemption to be voided and 

press Enter. The terminal begins printing the Merchant copy of the receipt. 
The Host Response screen appears (indicating the amount to be voided and 
the ValueLink Gift Card card number) while the terminal communicates with 
the host.

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

7. Tear off the receipt and keep it for your records.
8. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
9. Tear off the receipt and give it to the customer.
10. Press Exit to return to the Idle screen.

H.3.6: ValueLink Gift Card Refund
When a refund transaction is performed for a ValueLink Gift Card transaction, the 
dollar value that is refunded is added to the value on the ValueLink Gift Card.

From the Gift Card Transactions menu:

1. Select Refund. The Gift Card Refund screen appears with the prompt Swipe 
Customer Card.

2. Swipe the ValueLink Gift Card. The prompt Customer Language? appears.
3. Select English or French to set the language in which the customer’s receipt 

will be printed. The prompt Enter Refund Amount appears.
4. Key in the Refund amount to be added back on to the ValueLink Gift Card 

and press Enter. The terminal begins printing the Merchant copy of the 
receipt. The Host Response screen appears (indicating the Refund amount and 
the ValueLink Gift Card card number) while the terminal communicates with 
the ValueLink Gift Card Host.

5. When the transaction is approved, the Host Response screen is updated with 
the Approved text, the Authorization number and the Keep Merchant Receipt 
prompt. The Next Copy button appears.

6. Tear off the receipt and keep it for your records.
7. Press Next Copy. The Cardholder copy of the receipt is printed.
8. Tear off the receipt, sign it and give it to the customer.
9. Press Exit. The terminal returns to the Idle screen.
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H.3.7: ValueLink Gift Card Refund Void
From the Gift Card Transactions menu:

1. Select Refund Void. The Swipe Admin Card prompt appears.
2. Swipe the POS Admin Card on the terminal. The Swipe Customer Card 

prompt appears.
3. Swipe the customer’s ValueLink Gift Card on the terminal. The prompt Cus-

tomer Language? appears.
4. Select English or French to set the language in which the customer’s receipt 

will be printed. The prompt Enter Refund Void Amount appears.
5. Key in the amount of the ValueLink Gift Card refund to be voided and press 

Enter. The terminal prints the beginning of the Merchant copy of the receipt. 
The Host Response screen appears (indicating the Refund Void amount and 
the ValueLink Gift Card card number) while the terminal communicates with 
the ValueLink Gift Card Host.

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

7. Tear off the receipt and keep it for your records.
8. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
9. Press Exit. The terminal returns to the Idle screen.
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H.3.8: ValueLink Gift Card Balance Transfer
This transaction allows you to move the remaining value of an active ValueLink 
Gift Card to a new ValueLink Gift Card. This may be necessary if, for example, 
the card stripe on the active ValueLink Gift Card has been damaged.

From the Gift Card Transactions menu:

1. Select Balance Transfer. The Gift Card Balance Transfer screen appears 
with the prompt Swipe Original Gift Card.

2. Swipe the first ValueLink Gift Card. The balance on this ValueLink Gift Card 
will be transferred to the second ValueLink Gift Card. The prompt Swipe Cus-
tomer Card appears.

3. Swipe the second ValueLink Gift Card. This ValueLink Gift Card will receive 
the balance from the first ValueLink Gift Card. The prompt Customer Lan-
guage? appears.

4. Select English or French to set the language in which the customer’s receipt 
will be printed. The terminal prints the beginning of the Merchant copy of the 
receipts. The Host Response screen appears (indicating a Balance Transfer 
and the ValueLink Gift Card card number) while the terminal communicates 
with the ValueLink Gift Card Host.

5. When the transaction is approved, the terminal finishes printing the Merchant 
copy of the receipts. The Host Response screen is updated with the Authoriza-
tion Number and the prompt Keep Merchant Record. The Next Copy button 
appears.

6. Tear off the receipt and retain it for your records.
7. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
8. Tear off the receipt and give it to the customer.
9. Press Exit. The terminal returns to the Idle screen.
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H.3.9: ValueLink Gift Card Balance Inquiry
This transaction provides the customer with a receipt indicating the dollar value of 
the balance remaining on the ValueLink Gift Card.

From the Gift Card Transactions menu:

1. Select Balance Inquiry. The Gift Card Balance Inquiry screen appears with 
the prompt Swipe Customer Card.

2. Swipe the customer’s ValueLink Gift Card on the terminal. The prompt Cus-
tomer Language? appears.

3. Select English or French to set the language in which the customer’s receipt 
will be printed. The terminal begins printing the Cardholder copy of the 
receipt. (A Merchant copy is not printed.) The Host Response screen appears 
(indicating a Balance Inquiry transaction and the ValueLink Gift Card card 
number) while the terminal communicates with the ValueLink Gift Card Host. 

4. When the transaction is approved, the terminal finishes printing the Card-
holder copy of the receipt. The Host Response screen is updated with the 
Approved text, the Authorization Number and the Provide Transaction Record 
prompt.

5. Tear off the receipt and give it to the customer.
6. Press Exit. The terminal returns to the Idle screen.

H.3.10:ValueLink Gift Card Cash Out
This transaction is used to reduce the balance of a ValueLink Gift Card to zero 
when the customer would like to receive the balance in cash.

From the Gift Card Transactions menu:

1. Select Cash Out. The Gift Card Cash Out screen appears with the prompt 
Swipe Customer Card.

2. Swipe the ValueLink Gift Card. The prompt Customer Language? appears.
3. Select English or French to set the language in which the customer’s receipt 

will be printed. The terminal begins printing the Merchant copy of the receipt. 
The Host Response screen appears (indicating the value of the Cash Out and 
the ValueLink Gift Card card number) while the terminal communicates with 
the ValueLink Gift Card Host.

4. When the transaction is approved, the Host Response screen is updated with 
the Approved text, the Authorization Number and the Keep Merchant Record 
prompt. The Next Copy button appears.

5. Tear off the receipt and retain it for your records.
6. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the Provide Transaction Record prompt.
7. Tear off the receipt and give it to the customer.
8. Press Exit. The terminal returns to the Idle screen.
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H.4: ValueLink Gift Card Receipts
The ValueLink Gift Card transaction receipt format is similar to the format for 
credit and debit card transaction receipts with a few differences that are outlined 
below.

The following items are not present on a ValueLink Gift Card receipt:

• signature line
• account type
• tip line
• promo code
• customer reference no.

The following items appear only on ValueLink Gift Card receipts:

• the amount paid by payment type (e.g, the amount paid by ValueLink Gift 
Card, by cash, by Debit Card and by Credit Card as applicable)

• the remaining ValueLink Gift Card balance
• the ValueLink Gift Card response code

H.4.1: ValueLink Gift Card Receipt Language
The Cardholder copy of the ValueLink Gift Card receipt is printed in the language 
selected during the ValueLink Gift Card transaction. If the language selected for 
the Cardholder receipt is different than the terminal language, the Merchant copy 
will be printed in the terminal language and the Cardholder copy will be printed in 
the language selected.

Reprinted customer copies of ValueLink Gift Card receipts are printed using the 
language selected during the original transaction.

H.5: ValueLink Gift Card Admin Transactions
These two reporting transactions are performed from the Administrative Trans-
actions menu rather than the Gift Card Transactions menu.

The 3100IP stores up to 500 ValueLink Gift Card transactions in its memory at a 
time. If the memory is full, the newest transaction ‘bumps’ the oldest transaction 
out of the memory.

Note: The 3100IP does not need to be logged on in order to perform ValueLink 
Gift Card Admin Transactions.
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H.5.1: Print ValueLink Gift Card Transactions
This function produces a chronological report with totals of all ValueLink Gift 
Card transactions stored in the data capture memory of the 3100IP terminal.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Print Gift Card Transactions. The Select Print Mode prompt appears.
4. Select Batch to print the ValueLink Gift Card Stored Transactions report for a 

specific batch number. The prompt Enter Batch Number appears.
OR
Select Date to print the report for a specific date. The prompt Enter Transac-
tion Date (YY)MMDD appears.

5. Key in the Batch Number and press Enter.
OR
Key in the 4 or 6 character date and press Enter.
The screen displays the status prompt Processing while it searches for match-
ing ValueLink Gift Card transactions.

6. The terminal searches for matching ValueLink Gift Card transactions:
• If transactions are found, the screen displays the report name, Print Stored 

Gift Card Transactions, while the report prints.
• If there are no transactions in that batch or on that date, the prompt No 

Transaction Found Please Retry appears.
7. Press Exit to return to the Idle screen.

H.5.2: ValueLink Gift Card Transaction Inquiry
To reprint the receipt for one of a series of ValueLink Gift Card Redemption with 
Balance Owing transactions, you must perform a ValueLink Gift Card Transaction 
Inquiry transaction.

A ValueLink Gift Card Transaction Inquiry is essentially the same as a regular 
Transaction Inquiry (see Section 7.2: Transaction Inquiry for instructions) except 
for two criteria selection prompts:

• The Select Card Type prompt does not appear in the ValueLink Gift Card 
Transaction Inquiry

• The Select Transaction Type prompt contains a slightly different list of trans-
actions. The available transaction types are:
• Redemption
• Refund
• Redemption Void
• Refund Void
• Activation
• Activation Void
• Balance Transfer
• Cash Out
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Appendix  I: ERNEX Electronic Marketing 
Programs

The ERNEX electronic marketing program allows merchants to offer customers 
two electronic card-based programs that are activated and processed through the 
3100IP terminal:

• E-Gift: allows merchants to offer customers an electronic gift card
• Real Time Points: is a loyalty program in which the amount is recorded on a 

card in points. Points are assigned based on the dollar value of purchases a 
cardholder makes.

To process ERNEX transactions on the 3100IP you must:

• contact ERNEX and subscribe to their service(s)
• configure your terminal (see section I.2: Ernex Configuration).

This appendix provides instructions for configuring the terminal to accept 
ERNEX cards and outlines the procedures for processing 

Ernex E-Gift Transactions
• Activation
• Purchase
• Void

Financial transactions with Ernex Loyalty Transactions
• Purchase
• Purchase Void
• Refund
• Refund Void
• Pre-Authorization
• Advice
• Loyalty Void
• Loyalty Redemption

Ernex Administrative Transactions
• Ernex Inquiry
• Deactivation
• Print Stored ERNEX Transactions
• Close Batch with ERNEX enabled

Ernex transactions involve the use of the cardholder’s Ernex gift card. The Ernex 
Card can be swiped through the magnetic stripe reader (MSR) on the terminal, not 
on the PINPad, or the number can be keyed in manually.
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The PINPad is not used for ERNEX transactions even when Tip Entry on PINPad 
is enabled. The PINPad displays the prompt WELCOME/BONJOUR throughout 
the transaction.

The following instructions are for a 3100IP set up with a Swipe Customer Card 
Idle screen.

I.1: Ernex Screen Format
The style of the screens that appear when you process Gift Card transactions are 
slightly different from the style of the rest of the 3100IP screens. The buttons and 
keys on the Gift Card screens function in the same manner and are in the same 
location, but have square, not rounded, corners.

I.2: Ernex Configuration
Prior to processing ERNEX E-Gift or Loyalty Card transactions, the 3100IP ter-
minal and the ERNEX Host must be set up

I.2.1: Terminal Configuration for ERNEX
This must be performed on each terminal that will be processing ERNEX transac-
tions.

From the Idle screen:

1. Press Menu.
2. Press Config.
3. Select ERNEX Configuration.
4. Select ERNEX Routing Code.

IMPORTANT: Only change this code if instructed to do so by 
the ERNEX Help Desk.

5. Key in the ERNEX Routing Code (default is 67) and press Enter.
6. Press Exit twice to return to the Idle screen.

To disable ERNEX
If ERNEX is enabled on the 3100IP you can disable it. The terminal will not pro-
cess ERNEX transactions after disabling ERNEX.

From the Idle screen:

1. Press Menu.
2. Press Config.
3. Scroll down and select ERNEX Configuration.
4. Select Disable ERNEX Application.
5. Press Exit twice to return to the Idle screen.
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I.2.2: ERNEX Host Configuration

Initialize with ERNEX
Perform this transaction for each terminal that will be processing ERNEX transac-
tions.

1. Press Menu.
2. Press Admin.
3. Scroll down and select ERNEX Administration.
4. Select ERNEX Initialization
5. Key in the ERNEX Terminal ID (min. 1, max. 9 digits; provided by ERNEX) 

and press Enter
OR
Press Enter if the correct Terminal ID is displayed.

6. The terminal communicates with the ERNEX host then returns to the Idle 
prompt.

Re-initialize with ERNEX
Be sure to close any open ERNEX batches and print out any reports for that batch 
before re-initializing your terminal with ERNEX. This function will clear and 
reset the ERNEX information in your terminal.

1. Press Menu.
2. Press Admin.
3. Scroll down and select ERNEX Administration.
4. Select ERNEX Initialization
5. Key in the ERNEX Terminal ID (min. 1, max. 9 digits; provided by ERNEX) 

and press Enter
OR
Press Enter if the correct Terminal ID is displayed.
The Do you wish to clear ERNEX storage? prompt appears.

6. Select Yes.
7. The terminal communicates with the ERNEX host then returns to the Idle 

prompt.

Host Communication Test
Perform this function to test the communications from the 3100IP terminal to the 
ERNEX Host without swiping an ERNEX card.

1. Press Menu.
2. Press Admin.
3. Scroll down and select ERNEX Administration.
4. Select ERNEX Communication.
5. Once the test is complete, press Exit.
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I.2.3: Clerk IDs with ERNEX
ERNEX is able to maintain Clerk totals that are independent of terminal totals or 
batch totals. Each Clerk can select ERNEX totals or zero their loyalty totals, but 
they cannot close their batch with ERNEX. 

Clerk IDs must be configured on the 3100IP terminal. They do NOT need to be 
configured at ERNEX. When the Clerk ID prompt is activated (see section A.1.1: 
Configure Clerk Subtotalling), Clerk ID must be entered whenever prompted dur-
ing transactions (including administrative transactions). 

I.3: Ernex E-Gift Transactions
IMPORTANT: ERNEX E-Gift Cards have a 3-digit Card 

Validation Code printed on the back of the E-Gift 
Card. This code must be keyed in for every 
ERNEX E-Gift transaction to ensure that the 
E-Gift Card is authentic.

All ERNEX E-Gift transactions begin on the Financial Transactions menu. To 
access this menu from the Idle screen, press the Menu button.

I.3.1: ERNEX E-Gift Card Activation
Activate E-Gift cards ONLY when they are sold. Activation enables purchases to 
be made using the E-Gift card as payment.

1. Press MENU.
2. Select ACTIVATE CARD.
3. Swipe the E-Gift Card.
4. Key in the Card Validation Code and press ENTER.
5. Key in the Clerk ID and press ENTER.
6. Key in the amount (dollars or points) to be placed on the card and press 

ENTER.
7. Press EXIT when the transaction is complete.
8. Press CASH OR

Press CARD then swipe a Debit, Credit or an active E-Gift Card.
9. Key in the last four digits of the Credit Card and press ENTER.
10. Press EXIT when the transaction is complete.

The E-Gift Card is now activated and available for the customer to use.
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I.3.2: ERNEX E-Gift Card Purchase
Use this when a E-Gift Card is presented as payment. If the Purchase amount is 
greater than the card’s value, the terminal will prompt for payment for the out-
standing amount.

1. Press MENU.
2. Select PURCHASE.
3. Swipe the E-Gift Card.
4. Key in the Card Validation Code and press ENTER.
5. Key in the Clerk ID and press ENTER.
6. Key in purchase amount and press ENTER.
7. Key in Info Prompt and press ENTER.
8. Key in or scan Product Data and press ENTER.

If the value on the E-Gift Card is greater than the purchase amount:

9. Press EXIT when transaction is complete.

If the purchase amount is greater than the value on the E-Gift Card:

10. The Terminal will flash Balance Owing, press EXIT.
11. Select CASH OR

Select CARD then swipe a Debit or Credit Card.
12. Press EXIT when the transaction is complete.

I.3.3: ERNEX E-Gift Card Void
Voids an incorrectly-entered E-Gift activation or purchase. Process this for the 
ENTIRE amount of the original transaction.

1. Press MENU.
2. Select ERNEX VOID. 
3. Swipe Admin Card.
4. Swipe the E-Gift Card.
5. Key in the Card Validation Code and press ENTER.
6. Key in the Clerk ID and press ENTER.
7. Key in the total transaction amount and press ENTER.
8. Key in the ERNEX reference number (see the bottom of the original receipt) 

and press ENTER.
9. Press EXIT when the transaction is complete.

The E-Gift Card is now deactivated and is no longer available for the customer to 
use.
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I.4: Financial transactions with Ernex Loyalty Transactions
Most ERNEX Loyalty transactions are combined with the debit or credit transac-
tion so that only one transaction is required to complete both. 

All ERNEX E-Gift transactions begin on the Financial Transactions menu. To 
access this menu from the Idle screen, press the Menu button.

I.4.1: ERNEX Loyalty Card Activation
Loyalty cards do NOT require activation unless a sign-up fee is charged. If a sign-
up fee is charged, see section I.3.1: ERNEX E-Gift Card Activation and follow the 
instructions, but skip step 4.

I.4.2: Purchase with ERNEX Loyalty
This adds points to a Loyalty card based on the Purchase amount AND prompts 
for the Purchase transaction.

1. Press MENU.
2. Press PURCHASE.
3. Swipe the Loyalty Card.
4. Key in the Clerk ID and press ENTER.
5. Key in the transaction amount and press ENTER.
6. Key in Info Prompt and press ENTER.
7. Key in or scan Product Data and press ENTER.
8. Key in Amount Prompt and press ENTER.
9. Select payment method:

• Select CASH then press EXIT OR
• Select CARD then swipe a Debit, Credit or E-Gift Card.

10. Give the PINPad to the customer to continue the transaction OR
Key in the last four digits of the Credit Card and press ENTER OR 
Key in the CVC of the E-Gift Card and press ENTER.

11. Press EXIT when the transaction is complete.

I.4.3: Purchase Void with ERNEX Loyalty
Used to remove an incorrectly entered Purchase with Loyalty transaction, this 
deducts points from the Loyalty card based on the void amount AND voids the 
Purchase transaction. The amount voided must equal the amount of the original 
Purchase.

1. Press MENU.
2. Press PURCHASE VOID.
3. Swipe the POS Admin Card.
4. Swipe the Loyalty Card.
5. Key in the Clerk ID and press ENTER.
6. Key in the transaction amount and press ENTER.
7. Key in the ERNEX Reference Number and press ENTER.
8. Key in Info Prompt and press ENTER.
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9. Key in or scan Product Data and press ENTER.
10. Key in Amount Prompt and press ENTER.
11. Select payment method:

• Select CASH then press EXIT OR
• Select CARD then swipe a Debit, Credit or E-Gift Card.

12. Give the PINPad to the customer to continue the transaction OR
Key in the last four digits of the Credit Card and press ENTER OR 
Key in the CVC of the E-Gift Card and press ENTER.

13. Key in the original AUTH. # from the receipt and press ENTER.
14. Key in the second ERNEX reference number and press ENTER.
15. Press EXIT when the transaction is complete.

I.4.4: Refund with ERNEX Loyalty
This deducts points from a Loyalty card based on the Refund amount AND 
refunds the financial transaction.

1. Press MENU.
2. Press REFUND.
3. Swipe the POS Admin Card.
4. Swipe the Loyalty Card.
5. Key in the Clerk ID and press ENTER.
6. Key in the transaction amount and press ENTER.
7. Key in the ERNEX Reference Number and press ENTER.
8. Key in Info Prompt and press ENTER.
9. Key in or scan Product Data and press ENTER.
10. Key in Amount Prompt and press ENTER.
11. Select payment method:

• Select CASH then press EXIT OR
• Select CARD then swipe a Debit, Credit or E-Gift Card.

12. Give the PINPad to the customer to continue the transaction OR
Key in the last four digits of the Credit Card and press ENTER OR 
Key in the CVC of the E-Gift Card and press ENTER.

13. Key in the original AUTH. # from the receipt and press ENTER.
14. Press EXIT when the transaction is complete.

I.4.5: Refund Void with ERNEX Loyalty
Used to remove an incorrectly entered Refund with Loyalty transaction, this adds 
points back on to the Loyalty card based on the void amount AND voids the 
Refund transaction. The amount voided must equal the amount of the original 
Refund.

1. Press MENU.
2. Press REFUND VOID.
3. Swipe the POS Admin Card.
4. Swipe the Loyalty Card.
5. Key in the Clerk ID and press ENTER.
6. Key in the transaction amount and press ENTER.
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7. Key in the ERNEX Reference Number and press ENTER.
8. Key in Info Prompt and press ENTER.
9. Key in or scan Product Data and press ENTER.
10. Key in Amount Prompt and press ENTER.
11. Select payment method:

• Select CASH then press EXIT OR
• Select CARD then swipe a Debit, Credit or E-Gift Card.

12. Give the PINPad to the customer to continue the transaction OR
Key in the last four digits of the Credit Card and press ENTER OR 
Key in the CVC of the E-Gift Card and press ENTER.

13. Key in the original AUTH. # from the receipt and press ENTER.
14. Key in the second ERNEX reference number.
15. Press EXIT when the transaction is complete.

I.4.6: Pre-Authorization with ERNEX Loyalty
This adds points to a Loyalty card based on the Pre-auth amount AND prompts for 
the Pre-auth transaction. Pre-auth can be used only with a Credit card. A Pre-auth 
transaction simply places a hold on funds in the cardholder’s account. It must be 
followed by an Advice transaction to complete the transaction.

1. Press MENU.
2. Press PRE-AUTHORIZATION.
3. Swipe the Loyalty Card.
4. Key in the Clerk ID and press ENTER.
5. Key in the transaction amount and press ENTER.
6. Key in Info Prompt and press ENTER.
7. Key in or scan Product Data and press ENTER.
8. Key in Amount Prompt and press ENTER.
9. Select payment method:

• Select CASH then press EXIT OR
• Select CARD then swipe a Debit, Credit or E-Gift Card.

10. Give the PINPad to the customer to continue the transaction OR
Key in the last four digits of the Credit Card and press ENTER OR 
Key in the CVC of the E-Gift Card and press ENTER.

11. Press EXIT when the transaction is complete.

I.4.7: Advice
This has no effect on the Loyalty card. It must follow a Pre-Authorization with 
Loyalty transaction. It confirms that the amount placed on hold should be trans-
ferred to your business account.

1. Press MENU.
2. Press ADVICE.
3. Press YES to find the original transaction.
4. Key in the last six digits of the Receipt Number on the receipt and press 

ENTER.
5. Press ENTER to confirm the card number displayed is correct.
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6. Key in the new total amount and press ENTER.
7. Key in the new Clerk ID and press ENTER.
8. Key in the new Info Prompt and press ENTER.
9. Key in the new Amount Prompt and press ENTER.
10. Press EXIT when the transaction is complete.

I.4.8: ERNEX Loyalty Card Void
Voids only the Loyalty portion of an incorrectly-entered transaction of any type. If 
a debit or credit card was used to complete the Loyalty transaction, the debit or 
credit portion is NOT voided. The amount voided must equal the amount of the 
original transaction.

1. Press MENU.
2. Press ERNEX VOID.
3. Swipe Admin Card.
4. Swipe the Loyalty Card.
5. Key in the Clerk ID and press ENTER.
6. Key in the total transaction amount and press ENTER.
7. Key in the ERNEX reference number (see the bottom of the original receipt) 

and press ENTER.
8. Press EXIT when the transaction is complete.

I.4.9: ERNEX Loyalty Redemption
This allows a Loyalty cardholder to purchase items using the points on their Loy-
alty card. It deducts points from the Loyalty Card by specifying the number of 
points redeemed.

1. Press MENU.
2. Press REDEMPTION.
3. Swipe the Loyalty Card.
4. Key in the Clerk ID and press ENTER.
5. Key in the number of points to be redeemed and press ENTER.
6. Key in Info Prompt and press ENTER.
7. Key in Amount Prompt and press ENTER.
8. Press EXIT when the transaction is complete.
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I.5: ERNEX Administrative Transactions

I.5.1: ERNEX Card Deactivation
Use this transaction to deactivate an E-Gift or Loyalty Card at the terminal. This 
may be used when a card is lost, stolen or demagnetized. The terminal will print a 
receipt with the last available balance on the ERNEX Card before it was deacti-
vated.

IMPORTANT: Once an ERNEX Card has been deactivated it 
can NEVER be used again.

1. Press MENU.
2. Press DEACTIVATE CARD.
3. Swipe the E-Gift or Loyalty Card OR

Key in Card number and press ENTER.
4. Key in the Card Validation Code and press ENTER.
5. Key in the Clerk ID and press ENTER.
6. Press EXIT when transaction is complete.

I.5.2: ERNEX Card Balance Inquiry
Use this transaction to check the value remaining, the status (active or deacti-
vated) and the expiry date of an ERNEX E-Gift or Loyalty Card.

1. Press MENU.
2. Press ERNEX INQUIRY.
3. Swipe the E-Gift or Loyalty Card OR

Key in E-Gift Card number and press ENTER.
4. Key in the Card Validation Code and press ENTER.
5. Key in the Clerk ID and press ENTER.
6. Press EXIT when transaction is complete.

I.5.3: Print Stored ERNEX Transactions
Prior to closing your batch, print a list of the transactions in that batch to assist 
with balancing and reconciliation. The report lists all approved ERNEX transac-
tions.

1. Press MENU.
2. Press ADMIN.
3. Press ERNEX ADMINISTRATION.
4. Press PRINT ERNEX TRANSACTIONS.
5. Press BATCH.
6. Press ENTER for the current batch OR

Key in the required batch number and press ENTER.
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I.5.4: ERNEX End-of-Day Close
The 3100IP’s Close Batch transaction processes both financial and ERNEX trans-
actions. An ERNEX balance status indicator (“BAL – YES” or “BAL – NO”) is 
printed on the report.

1. Press MENU.
2. Press ADMIN.
3. Press CLOSE BATCH.
4. Key in Clerk ID and press ENTER.
5. Terminal display will show “Select Close?”, press YES.
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Appendix J: AIR MILES Reward Program

This chapter outlines the procedures for processing the AIR MILES transactions, 
Reward Purchase and Reward Refund, printing AIR MILES Reward reports and 
configuring the AIR MILES Reward program on the terminal.

The AIR MILES Reward Program is a card-based loyalty program that provides 
reward points to cardholders based on the purchases they make at your location.

AIR MILES rewards are awarded based on a formula you configure on the termi-
nal as a Reward Program Store Type. There are three components that may be 
used in calculating the reward points:

Purchase Amount: The 3100IP terminal calculates the number of rewards 
based on the dollar value of the cardholder’s purchase to which configurable vari-
ables (Calculator and Factor values) are applied. These values are determined by 
the merchant (see section J.1.2: Calculator and Factor Values).

Sale Items: The 3100IP awards reward points per Sale Item, and total points 
awarded are based on the number of Sale Items a cardholder has purchased. The 
number of reward points per Sale Item is determined by the merchant (see section 
J.1.4: Sale Item Values).

Incentives: The 3100IP terminal automatically applies a time-limited Incentive 
factor to any AIR MILES points that have been awarded. The Incentive value and 
the time frame are determined by the merchant (see section J.1.3: Incentive Value 
and Dates).

AIR MILES Reward transactions involve the use of the cardholder’s AIR MILES 
card also referred to as the collector card. The AIR MILES card can be swiped 
through the magnetic stripe reader (MSR) on the terminal (it can not be swiped on 
the PINPad) or the card number can be keyed in using the keypad displayed on the 
terminal.

The PINPad is not used for AIR MILES transactions even when Tip Entry on 
PINPad is enabled. The PINPad displays the prompt WELCOME/BONJOUR 
throughout the transaction.

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 3100IP set up with a PINPAD II and a Swipe 
Customer Card Idle screen. The idle PINPad displays WELCOME/BONJOUR. 
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J.1: AIR MILES Configuration
Before configuring AIR MILES on the 3100IP terminal, you will need to decide 
which parameters your formula will use and what values those parameters will 
have for calculating Rewards. The parameters are:

• Calculator
• Factor
• Incentive
• Incentive Start Date
• Incentive End Date
• Sale Item Rewards
• Maximum Rewards
• Reset Rewards time

J.1.1: Overview of Calculation of Points
The AIR MILES Rewards program applies the Calculator and Factor values to the 
purchase amount to determine the number of Rewards points to be awarded. If an 
Incentive Value, Start Date and End Date have also been configured, and the pur-
chase occurs within the start and end dates, the number of Rewards points will be 
multiplied by the incentive value to determine the number of Incentive rewards to 
be awarded. If Sale Items have been configured and the cardholder has purchased 
a Sale Item, the program will multiply the Sale Item value by the number of items 
purchased to determine the number of Sale Item rewards awarded. The program 
then totals all points awarded in order to determine the final number of Rewards 
points for that transaction.

J.1.2: Calculator and Factor Values
The Calculator and Factor values are the basic values for calculating Rewards 
points based on a purchase amount. The Calculator amounts indicate the dollar 
value for which one reward unit is awarded. The Factor values indicate the num-
ber of times that the Calculator amount is applied (maximum is 99). If the Factor 
value is set to 99, that Factor will be applied infinitely.

The examples are followed by blank tables for your use in testing possible values 
to ensure a reasonable number of points are rewarded.
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Example 1.a: 

Example 1.b:

Example 1.c:

Example 1.d:

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $2.00 99 0 0 $10.00 5

CALCULATION $10.00 ÷ $2.00 = 5
Factor 1 = 99

not applicable

DESCRIPTION Calculator 1 is applied to all sales of $2.00 or more, so the cardholder will 
receive 5 rewards points for their $10.00 purchase.

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $2.00 99 0 0 $300.00 150

CALCULATION $300.00 ÷ $2.00 = 150
Factor 1 = 99

not applicable

DESCRIPTION Calculator 1 is applied to all sales of $2.00 or more, so the cardholder will 
receive 150 rewards points for their $300.00 purchase.

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $2.00 50 $1.00 99 $300.00 250

CALCULATION

$300.00 ÷ $2.00 = 150
150 > 50
$2.00 x 50 = $100.00

$300.00 - $100.00 = 
$200.00

$200 ÷ $1.00 = 200
Factor 2 = 99. 

50 + 200 

DESCRIPTION

Calculator 1 is applied to sales of more than $1.99 and less than $100.01, so 
the cardholder will receive 50 rewards points PLUS Calculator 2 will be applied 
to any remaining purchase value, in this case $200.00, so the cardholder will 
receive an additional 200 rewards points for a total of 250 points.

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $2.00 52 $1.00 98 $300.00 150

CALCULATION

$300.00 ÷ $2.00 = 150
150 > 52
$2.00 x 52 = $104.00

$300.00 - $104.00 = 
$196.00

$196 ÷ $1.00 = 196
196 > 98

Max. 1 = 
$104.00

Max. 2 = $98.00
Max. rewards 
assigned at: 
$202.00

52 + 98
Max. = 150

DESCRIPTION

Calculator 1 is applied to purchases of more than $1.99 and less than $104.01, 
so the cardholder will receive 52 rewards points PLUS Calculator 2 will be 
applied to an additional $98.00 of purchase value, so the cardholder will 
receive an additional 98 rewards points for a total of 150 points.
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Example 2: 

Example 3:

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $5.00 60 $2.50 80 $438.55 115

CALCULATION

$438.55 ÷ $5.00 = 87.71
87.71 > 60
$5.00 x 60 = $300.00

$438.55 - $300.00 = 
138.55

$138.55 ÷ $2.50 = 55.42
55.42 < 80

max. points 
awarded at: 
$300 + $200 
= $500

60 +  55
max. rewards
= 60 + 80
= 140

DESCRIPTION

Calculator 1 is applied to sales of more than $4.99 and less than $300.01, so 
the cardholder will receive 60 rewards points PLUS Calculator 2 will be applied 
to the remaining $138.55 of purchase value, so the cardholder will receive an 
additional 55 rewards points for a total of 115 points.

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES $0.50 98 $0.25 98 $80.12 196

CALCULATION

$80.12 ÷ $0.50 = 160.24
160.24 > 98
$0.50 x 98 = $49.00

$80.12 - $49.00 = $31.12
$31.12 ÷ 0.25 = 124.48
124.48 > 98
$0.25 x 98 = $24.50

max. points 
awarded at: 
$49 + $24.50 
= $73.50

98 + 98
max. rewards
= 98 + 98
= 196

DESCRIPTION

Calculator 1 is applied to sales of more than $0.49 and less than $49.01, so the 
cardholder will receive 98 rewards points PLUS Calculator 2 will be applied to 
an additional $24.50 of the purchase value, so the cardholder will receive an 
additional 98 rewards points for a total of 196 points.
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J.1.3: Incentive Value and Dates
If the Incentive value is greater than zero, the rewards program awards additional 
rewards points to a cardholder according to the Incentive value.

Note: The Incentive Value MUST be greater than 1.00 in order to enable 
application of the Incentive value.

The Incentive Value is multiplied by the Total Rewards (calculated using the Cal-
culator and Factor values described in section J.1.2: Calculator and Factor Val-
ues) to determine the Total Incentive Rewards.

The Incentive Value will only be applied during the period identified by the Incen-
tive Start Date and Incentive End Date.

Example 4:

Based on purchase and reward amounts from Example 2.

J.1.4: Sale Item Values
Specific items can receive additional AIR MILES Rewards points if they are 
defined as Sale Items in the Rewards configuration. Up to 20 items can be 
defined.

Note: You will need to keep a list of which item numbers you have defined and 
to which items they apply.

Example 5:

Based on the purchase and reward amounts from Example 2.

PARAMETERS PURCHASE REWARDS INCENTIVE
VALUE                  REWARDS

VALUES $438.55 115 1.5 172

CALCULATIONS 115 x 1.5

DESCRIPTION
The cardholder received 115 points based on their $438.55 purchase.
Then, the Incentive Value of 1.5 is applied to the Rewards Total to give the 
cardholder an Incentive Rewards Total of 172 rewards points.

PARAMETERS PURCHASE REWARDS SALE ITEM 1
REWARDS    COUNT      TOTAL

TOTAL 
REWARDS

VALUES $438.55 115 12 3 36 151

CALCULATION 12 x 3 115 + 36

DESCRIPTION

The cardholder received 115 points based on their $438.55 purchase.
Then, because the cardholder purchased 3 of an item defined as Sale Item 1, which 
was assigned a value of 12 points, the Sale Item 1 Rewards value (12 points) is mul-
tiplied by the Count of Sale Item 1 (3 items) for a total of 36 additional points and a 
final rewards total of 151 rewards points.
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J.1.5: Order of Calculations
1. Calculate Rewards 1.
2. Review Factor 1.

3. If = 99, DONE
    If < 99: Compare Rewards 1 to Factor 1

4. If Factor 1 > Rewards 1: use Rewards 1. DONE
    If Factor 1 < Rewards 1: Calculate Max. Purchase 1

5. Calculate Purchase 2
6. Calculate Rewards 2
7. Calculate Total Rewards.

8. If Incentive value > 1.00: Calculate Total Incentive Rewards
9. If Sale Item(s) configured: Calculate Total Sale Item Rewards

10.  Add Total Sale Item Rewards to Total 
Rewards
OR
Add Total Sale Item Rewards to Total Incen-
tive Rewards

J.1.6: Calculation Table

VALUE CALCULATION

Rewards 1 Purchase ÷ Calc 1
Max. Purchase 1 Calc 1 x Factor 1
Max. Rewards 1 = Factor 1
Purchase 2 Purchase - Max. Rewards 1
Rewards 2 Purchase 2 ÷ Calc 2
Max. Purchase 2 Calc 2 x Factor 2
Max. Rewards 2 = Factor 2
Total Rewards Max. Rewards 1 + Rewards 2
Max. Total Rewards Max. Rewards 1 + Max. Rewards 2
Max. Total Incentives Factor 1 + Factor 2

(applicable only if Factor 1 < 99 AND Factor 2 < 99)
Total Incentive Rewards Total Rewards x Incentive Value
Total Sale Item Rewards (Count of Sale Item 1 Purchased x Sale Item 1 Rewards 

Value) + (Count of Sale Item n Purchased x Sale Item n 
Rewards Value)

TOTAL ALL REWARDS Total Incentive Rewards + Total Sale Item Rewards
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J.1.7: Test Value Tables

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES

CALCULATIONS

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES

CALCULATIONS

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES

CALCULATIONS

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES

CALCULATIONS

PARAMETERS CALC 1 FACTOR 1 CALC 2 FACTOR 2 PURCHASE REWARDS

VALUES

CALCULATIONS
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J.1.8: Configuring AIR MILES Rewards
There are four main steps to be completed when configuring a 3100IP terminal to 
process AIR MILES Rewards transactions:

1. Enable the Reward Program
2. Select the Store Type
3. Configure the Store Type
4. Set the SAF Upload Time Period

These steps are described in detail below.

1. Enable the Reward Program
From the Idle screen:

a. Press Menu. The Financial Transactions menu appears. 
b. Press Config. The Terminal Configuration menu appears.
c. Scroll down and select Reward Program. The Swipe Admin Card prompt 

appears.
d. Swipe the POS Admin card. The Reward Program menu appears.
e. Select Enable Reward Program. The Enable Reward Program prompt 

appears.
f. Select Yes to enable the AIR MILES Reward program.

2. Select the Store Type
From the Terminal Configuration menu:

a. Select Reward Program Store. The Reward Program Store menu 
appears.

b. Select the Store Type you wish to enable. The Terminal Configuration 
menu reappears.

Note: If you select Both, the Select Reward Program Store prompt will 
appear during Reward Purchase and Reward Refund transactions.

3. Configure the Store Type
Note: The names “Retail” and “Wholesale” are not indicative of any specific 

difference. They simply allow you to configure two different Reward 
programs on one terminal and identify them.

See sections J.1.2:, J.1.3: and J.1.4: for details on determining Calculator, Factor, 
Incentive and Sale Item values.

The Store Type program is configured from the Retail Configuration menu or the 
Wholesale Configuration menu. The two menus are identical and are both 
referred to as the Reward Program configuration menu in these instructions.

To access the Reward Program configuration menu from the Reward Configura-
tion menu:

• Select Retail Program Configuration to set the parameters for the Retail Pro-
gram. The Retail Configuration menu appears.

OR
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• Select Wholesale Program Config to set the parameters for the Wholesale 
Program. The Wholesale Configuration menu appears.

Configure the Calculator and Factor values
From the Reward Program configuration menu:

a. Select Calculator 1. The Calculator 1 keypad appears.
b. Key in the value of Calculator 1 (without the decimal, min. = 0.001, max. = 

9,999.999) and press Enter. The Reward Program configuration menu 
reappears.

c. Select Factor 1 if you wish to change the displayed value. The Factor 1 
keypad appears with the default value (99) displayed.

d. Key in the value of Factor 1 (min. = 1, max. = 99) and press Enter.
• If the value is less than 99, the Reward Program configuration menu 

reappears with the Calculator 2 and Factor 2 list items enabled.
• If the value equals 99, the Reward Program configuration menu reap-

pears with the Calculator 2 and Factor 2 list items disabled.
e. If you wish to configure Calculator 2 and it is enabled, select Calculator 2. 

The Calculator 2 keypad appears.
f. Key in the value of Calculator 2 (without the decimal, min. = 0.001, max. = 

9,999.999) and press Enter. The Reward Program configuration menu 
reappears.

g. Select Factor 2 if you wish to change the displayed value and it is enabled. 
The Factor 2 keypad appears with the default value (99) displayed.

h. Key in the value of Factor 2 (min. = 1, max. = 99) and press Enter. The 
Reward Program configuration menu reappears.

Configure the Incentive values:
a. Select Incentive if you wish to change the displayed value. The Incentive 

keypad appears with the default value (1.00) displayed.
b. Key in the value of the Incentive (min. = 0.01, max. = 99.99) and press 

Enter.
• If the value not equal to 1.00, the Reward Program configuration 

menu reappears with the Incentive Start Date and Incentive End 
Date list items enabled.

• If the value equals 1.00, the Reward Program configuration menu 
reappears with the Incentive Start Date and Incentive End Date list 
items disabled.

c. Select Incentive Start Date if you wish to change the displayed value. The 
Incentive Start Date (YY)MMDD keypad appears.

d. Key in the 6-character value for the first day the Incentive will be applied 
and press Enter. The Reward Program configuration menu reappears.

e. Select Incentive End Date if you wish to change the displayed value. The 
Incentive End Date (YY)MMDD keypad appears.

f. Key in the 6-character value for the last day the Incentive will be applied 
and press Enter. The Reward Program configuration menu reappears.



AIR MILES Reward Program

170 Moneris HiSpeed 3100IP Merchant Operating Manual V1.03.4

Configure the Sale Item values:
If this is the first Sale Item to be added:

a. Select Sale Item Config. The Add New Sale Item Reward? prompt 
appears. 

b. Select Yes. The Sale Item # Rewards prompt appears.
c. Key in the number of Reward points to be awarded for the purchase of one 

of this Sale Item and press Enter. The Sale Item Config menu appears.
d. Press Exit. The Reward Program configuration menu reappears.

To add additional Sale Items:

a. Select Sale Item Config. The Sale Item Config menu appears.
b. Press Enter. The Add New Sale Item Reward? prompt appears.
c. Select Yes. The Sale Item # Rewards prompt appears.
d. Key in the number of Reward points to be awarded for the purchase of one 

of this Sale Item and press Enter. The Sale Item Config menu reappears 
with the new Sale Item added to the list.

e. Press Exit. The Reward Program configuration menu reappears.

Configure the remaining Reward parameters:
a. Select Maximum Rewards. The Maximum Rewards keypad appears 

with the default value (250) displayed.
b. Key in the maximum number of reward points a cardholder can receive for 

one purchase transaction (min. = 1, max. = 99,999) and press Enter. The 
Reward Program configuration menu reappears.

c. Select Reset Reward Totals Time. The Reset Reward Totals Time key-
pad appears with the default value (00:00) displayed.

d. Key in the 4-character value for the time of day at which the Rewards Log 
is cleared (e.g. 00:00 = Midnight, 23:30 = 11:30 pm) and press Enter. The 
Reward Program configuration menu reappears.

e. Select Reference Number. The Reference Number prompt appears.
f. Select Yes to prompt the operator to key in a Reference Number for each 

Reward Purchase and Reward Refund transaction.
OR
Select No to disable that prompt.
The Reward Program configuration menu reappears.

4. Set the SAF Upload Time Period
If there are Air Miles transactions in the SAF Log and the terminal has remained 
at the idle prompt for the SAF Upload Time Period, the terminal will automati-
cally send a SAF transaction to the Moneris Host 

a. Select SAF Upload Time Period. The SAF Upload Time Period (min.) 
prompt appears.

b. Key in the number of minutes and press Enter. The Reward Program con-
figuration menu reappears.

c. Press Exit to complete the Reward Program configuration. The Terminal 
Configuration menu reappears.
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J.1.9: Changing Reward Program Configurations

Change or Delete a Sale Item
a. Press Menu. The Financial Transactions menu appears. 
b. Press Config. The Terminal Configuration menu appears.
c. Scroll down and select Reward Program. The Swipe Admin Card prompt 

appears.
d. Swipe the POS Admin card. The Reward Program menu appears.
e. Select the Program Configuration in which you wish to change the Sale 

Item. The Reward Program configuration menu appears.
f. Select Sale Item Config. The Sale Item Config menu appears.
g. Select the Sale Item to be changed. The Sale Item # Rewards prompt 

appears.
h. To change the value, key in the new value and press Enter. The Sale Item 

Config menu appears with the new value displayed for the Sale Item.
To delete the Sale Item, key in a value of 0 and press Enter. The Sale Item 
Config menu appears without the deleted Sale Item.

i. Press Exit four times to return to the Idle screen.

Delete ALL Sale Items
a. Press Menu. The Financial Transactions menu appears. 
b. Press Config. The Terminal Configuration menu appears.
c. Scroll down and select Reward Program. The Swipe Admin Card prompt 

appears.
d. Swipe the POS Admin card. The Reward Program menu appears.
e. Scroll down and select the Program Configuration in which you wish to 

change the Sale Item. The Reward Program configuration menu appears.
f. Select Sale Item Config. The Sale Item Config menu appears.
g. Press Clear. The Delete All Items? prompt appears.
h. Select Yes. The Reward Program configuration menu appears.
i. Press Exit three times to return to the Idle screen.

Disable the Reward Program
From the Idle screen:

a. Press Menu. The Financial Transactions menu appears. 
b. Press Config. The Terminal Configuration menu appears.
c. Scroll down and select Reward Program. The Swipe Admin Card prompt 

appears.
d. Swipe the POS Admin card. The Reward Program menu appears.
e. Scroll down and select Enable Reward Program. The Enable Reward 

Program prompt appears.
f. Select No to disable the AIR MILES Reward program. AIR MILES trans-

actions can no longer be performed on this terminal.
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J.2: AIR MILES Financial Transactions

J.2.1: Reward Purchase
Use this transaction to award AIR MILES reward points to an AIR MILES card-
holder for purchases they have made at your location.

Note: The 3100IP must be logged on in order to process Reward Purchase 
transactions.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Reward Purchase. The Enter Clerk ID prompt appears if the Clerk ID 

prompt has been enabled.
3. Key in the Clerk ID and press Enter. The Select Reward Program Store 

prompt appears if both Store Types have been enabled.
4. Select the Reward Program Store type. The Enter Reference Number 

prompt appears if it has been enabled.
5. Key in the AIR MILES Reference Number (min. = 1, max. = 9999) and press 

Enter. The Enter Purchase Amount prompt appears.
6. Key in the amount of the purchase and press Enter. The Select Sale Item 

Reward or Enter prompt appears if Sale Items have been configured.
7. a.  Select the appropriate Sale Item list item. The Enter Count of Sale Items 

prompt appears.
b. Key in the quantity of the Sale Item that was purchased by the cardholder 

and press Enter. The Select Sale Item Reward or Enter prompt re-appears.
c. If the cardholder has purchased more than one of the Sale Items listed, 

repeat steps a. and b. for each of the Sale Items purchased.
d. When all Sale Items have been selected, press Enter on the Select Sale 

Item Reward or Enter prompt. 
The Enter Collector Card prompt appears.

8. Swipe the customer’s AIR MILES Reward Card.
OR
a. Key in the card number and press Enter. The Select Receipt Language 

prompt appears.
b. Select English or French to set the language in which the customer’s 

receipt will be printed.
9. The terminal prints the Merchant copy of the receipt. The Host Response 

screen appears indicating the Reward Purchase amount.
10. When the transaction is completed, the Host Response screen is updated with 

the Approved text and the Keep Merchant Record prompt. The Next Copy 
button appears.

11. Tear off the receipt and keep it for your records.
12. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
13. Tear off the receipt and give it to the customer.
14. Press Exit. The terminal returns to the Idle screen.
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J.2.2: Reward Refund
Use this transaction to remove AIR MILES reward points from an AIR MILES 
cardholder’s account when they return items they have purchased at your location.

Note: The 3100IP must be logged on in order to process Refund transactions.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears.
2. Select Reward Refund. The Enter Clerk ID prompt appears if the Clerk ID 

prompt has been enabled.
3. Key in the Clerk ID and press Enter. The Select Reward Program Store 

prompt appears if both Store Types have been enabled.
4. Select the Reward Program Store type. The Enter Reference Number 

prompt appears if it has been enabled.
5. Key in the AIR MILES Reference Number (min. = 1, max. = 9999) and press 

Enter. The Enter Refund Amount prompt appears.
6. Key in the amount of the refund and press Enter. The Enter Rewards 

Refunded prompt appears.
7. Key in the number of AIR MILES Reward points to be removed from the 

cardholder’s AIR MILES account and press Enter. The Enter Collector Card 
prompt appears.

8. Swipe the customer’s AIR MILES Reward Card.
OR
a. Key in the card number and press Enter. The Select Receipt Language 

prompt appears.
b. Select English or French to set the language in which the customer’s 

receipt will be printed.
9. The terminal prints the Merchant copy of the receipt. The Host Response 

screen appears indicating the Reward Refund amount.
10. When the transaction is completed, the Host Response screen is updated with 

the Approved text and the Keep Merchant Record prompt. The Next Copy 
button appears.

11. Tear off the receipt and keep it for your records.
12. Press Next Copy. The Cardholder copy of the receipt is printed. The Host 

Response screen is updated with the prompt Provide Transaction Record.
13. Tear off the receipt and give it to the customer.
14. Press Exit. The terminal returns to the Idle screen.
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J.3: AIR MILES Receipts
The AIR MILES Rewards transaction receipt format is similar to the format for 
credit and debit card transaction receipts with a few differences that are outlined 
below.

The following items are not present on an AIR MILES receipt:

• expiry date
• card type
• account type
• promo code
• receipt number
• tip line
• auth number
• signature line

The following items appear only on AIR MILES receipts:

• number of rewards points
• program store type (retail or wholesale)

J.3.1: AIR MILES Receipt Language
The language of Cardholder copy of the AIR MILES receipt is determined in one 
of two ways:

• by the language code on the AIR MILES collector card’s magnetic stripe if 
the card is swiped on the 3100IP terminal.

• the language selected during the AIR MILES transaction if the AIR MILES 
card number is keyed in using the keypad displayed on the 3100IP terminal.

If the language selected for the Cardholder receipt is different than the terminal 
language:

• and the terminal is configured to print two copies of the receipt, the Merchant 
copy will be printed in the terminal language and the Cardholder copy will be 
printed in the language selected. 

• and the terminal is configured to print one copy of the receipt, a bilingual 
receipt will be printed.

Reprinted customer copies of AIR MILES receipts are printed using the same lan-
guage as the original receipt.
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J.4: AIR MILES Admin Transactions
These reporting and uploading transactions are performed from the Administra-
tive Transactions menu rather than the Financial Transactions menu.

The 3100IP stores up to 100 AIR MILES transactions in its memory at a time. If 
the memory is full, the newest transaction ‘bumps’ the oldest transaction out of 
the memory.

Note: The 3100IP must be logged on in order to perform AIR MILES Admin 
Transactions.

J.4.1: Reward Daily Totals Report
This transaction produces a report of AIR MILES financial transaction totals, spe-
cifically:

• Total dollar value of Rewards transactions
• Total Number of Rewards points
• Total Number of Rewards transactions

These totals, drawn from the AIR MILES Log on the 3100IP terminal since the 
memory was cleared (see Configure the remaining Reward parameters: in section 
J.1.8: Configuring AIR MILES Rewards: Reset Rewards Totals Time), are sorted 
by store type then by transaction type.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Reward Daily Totals Report.
4. The screen displays the report name, Reward Daily Totals Report, while the 

report prints then returns to the Idle screen.

J.4.2: Reward Transaction Report
An AIR MILES Reward Transaction Report is essentially the same as a regular 
Transaction Inquiry (see section 7.2: Transaction Inquiry) except for two criteria 
selection prompts. The Select Card Type prompt does not appear in the AIR 
MILES Transaction Report and the Select Transaction Type prompt contains only 
Reward Purchase and Reward Refund.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Reward Transaction Report. The Enter Date (YY)MMDD prompt 

appears.
4. Key in the 4 or 6 character date and press Enter if you wish to find transac-

tions performed on a specific date.
OR
Simply press Enter to select all dates.
The Enter Card Number prompt appears.
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5. Key in the AIR MILES collector card number and press Enter if you wish to 
find transactions performed using a specific card.
OR
Simply press Enter to select all collector cards.
The Enter Reward Points prompt appears.

6. Key in the number of AIR MILES Reward points and press Enter if you wish 
to find a transaction of a specific number of points.
OR
Simply press Enter to select all points amounts.

7. The screen displays the status prompt Processing while it searches for match-
ing AIR MILES transactions.

If transactions are found:

8. the screen displays the report name, Reward Transactions Report, while the 
report prints then returns to the Idle screen.

If there are no transactions that match that criteria:

9. the prompt No Transaction Found Please Retry appears then the Idle screen 
re-appears.

J.4.3: Reward SAF Transaction Report
This report prints or displays a list of all AIR MILES transactions in the Rewards 
SAF log. These are AIR MILES transactions that have not been sent to the Mon-
eris Host for completions (similar to a Pre-Authorized Credit transaction that has 
not been completed using an Advice transaction).

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Reward SAF Transact Report.
4. Select Print to print a list of all AIR MILES transactions in the Rewards SAF 

log. 
5. The screen displays the report name, Reward Transactions - SAF, while the 

report prints then returns to the Idle screen.

J.4.4: Deleting Reward SAF Transactions
If an AIR MILES transaction does not need to be sent to the Moneris Host for 
completion, e.g. if you wish to cancel the transaction before it is completed, you 
must display the transactions in the Reward SAF Transaction Report and select 
the transactions to be deleted.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Reward SAF Transact Report.
4. Select Display. The list of all AIR MILES transactions in the Rewards SAF 

log appears on the screen with the prompt Select Transaction to Delete.
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5. Select the transaction to be deleted. The Delete Transaction prompt appears.
6. Select Yes to delete the transaction. The list of transactions reappears.
7. If you wish to delete additional transactions, repeat steps 5 and 6

OR
To finish deleting transactions, press Exit twice. The Idle screen reappears.

J.4.5: Completing Rewards Transactions

Automatically
The 3100IP automatically connects to the Moneris Host to upload and complete 
the transactions in the Reward SAF Log. The message SAF Communications In 
Progress appears on the screen while the terminal communicates with the Mon-
eris Host. The transaction are then cleared from the Reward SAF Log and saved in 
the Reward Transactions Log.

Manually
However, if this process has not occurred or you wish to send the transactions in 
the Reward SAF Log before they are scheduled to be sent automatically, you can 
send them at any time using the Upload SAF function.

From the Idle screen:

1. Press Menu. The Financial Transactions menu appears. 
2. Press Admin. The Administrative Transactions menu appears.
3. Select Upload SAF. The terminal displays SAF Communications In Progress 

while it communicates with the Moneris Host.
4. When the upload is complete, the Idle screen re-appears.
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Appendix K: Error Messages & Troubleshooting

This appendix lists error messages that may displayed on the 3100IP touch screen 
if an error occurs. Errors include invalid administrative and financial transactions 
as well as communication and equipment problems. Please review the suggested 
solutions for any error messages you encounter. If these solutions do not resolve 
the issue, call the Moneris Merchant Service Centre for assistance.

All error messages result in a beep sounding from the 3100IP terminal. The error 
messages are displayed on the terminal for 3 seconds then the terminal returns to 
the previous prompt or the Idle screen.

Blinking text is used to draw attention to special situations such as persistent prob-
lems like “Printer Offline”, etc.

K.1: Initialization Error Messages
MESSAGE SOLUTION

Failed to Initialize
Contact Help Centre

If the Initialization retry is not successful, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information) to 
report this error message and receive assistance.
Press Exit to return to the Idle screen.

Failed to Initialize
Merchant ID Error

If the Initialization retry is not successful, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information) to 
report this error message and receive assistance.
Press Exit to return to the Idle screen.

Failed to Initialize
Printer ID Error

If the Initialization retry is not successful, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information) to 
report this error message and receive assistance.
Press Exit to return to the Idle screen.

Initialization Error
Retrying Transaction

If the Initialization process is not successful, the 
3100IP retries the initialization once.

No Match on PINPAD
Contact Help Centre

If the Initialization retry is not successful, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information) to 
report this error message and receive assistance.
Press Exit to return to the Idle screen.
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Ready
Please Initialize

If the Initialization retry is not successful, this 
prompt appears on the Idle screen.
No financial transactions and a limited number of 
Administrative transactions can be performed on 
the 3100IP until it is successfully initialized.

Terminal Data Error
Contact Help Centre

If the Initialization retry is not successful, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information) to 
report this error message and receive assistance.
Press Exit to return to the Idle screen.

MESSAGE SOLUTION
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K.2: Communications Error Messages
MESSAGE PROBLEM & SOLUTION

Comm Error 401
Communication Error

An unknown communication error has occurred. 
Call the Moneris Merchant Service Centre (see 
section 1.2: Merchant and Terminal Informa-
tion).

Comm Error 402
Host Disconnect

The Host has dropped the connection to the ter-
minal during a transaction. Press Exit to return to 
the Idle screen, then retry the transaction. If the 
same error occurs, call the Moneris Merchant 
Service Centre (see section 1.2: Merchant and 
Terminal Information).

Comm Error 403
Connection Lost

The terminal has lost the connection to the Host 
during a transaction. Press Exit to return to the 
Idle screen then retry the transaction. If the same 
error occurs, call the Moneris Merchant Service 
Centre (see section 1.2: Merchant and Terminal 
Information).

Comm Error 405
No ENQ from Host

The terminal has connected to the Host, but the 
Host has not responded with the ENQ to begin 
data transmission. Press Exit to return to the Idle 
screen then retry the transaction. If the same 
error occurs, call the Moneris Merchant Service 
Centre (see section 1.2: Merchant and Terminal 
Information).

Comm Error 406
No Network Response

The terminal has sent the transaction request to 
the Host, but the Host has not responded. Press 
Exit to return to the Idle screen then retry the 
transaction. If the same error occurs, call the 
Moneris Merchant Service Centre (see section 
1.2: Merchant and Terminal Information).

Host Connection Failed The terminal has not been able to connect to the 
host.
Wait for a few minutes, then try the transaction 
again.

Invalid Entry
Min=0.25 Max=5.00

You have entered a time period for the Stabiliza-
tion Timer that does not fall within the range: 0.25 
to 5.00 seconds. Wait for the previous prompt to 
appear and re-enter a valid Stabilization Timer 
time period.
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Line Not Available The terminal has determined that the communi-
cations line is not available.
Check that the communication cable is tightly 
connected to the back of the terminal and the wall 
jack, then try another transaction.

System Problem
Please Retry

One or more of the messages sent between the 
terminal and the Host are missing data or have 
incorrect data. Press Next Copy to finish printing 
the receipts, then press Exit to return to the Idle 
screen. Retry the transaction.

MESSAGE PROBLEM & SOLUTION
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K.2.1: 3201 LAN Communications Error Messages

MESSAGE PROBLEM & SOLUTION

Duplicate Poll Code
Please Re-enter

You have entered a Poll Code that is already in 
use by the terminal. Wait until the previous 
prompt appears and enter a Poll Code that falls 
within one of these ranges: 20 to 2F, 40 to 4F, 60 
to 6F, A0 to AF, C0 to CF and E0 to EF.

Invalid LAN Address
Check the LAN Address to ensure it is valid and 
key in the address again.

Invalid Poll Code
You have entered an invalid Poll Code. Check the 
Datapac 3201 Poll Code configuration parameter 
to ensure it falls within one of these ranges: 20 to 
2F, 40 to 4F, 60 to 6F, A0 to AF, C0 to CF and E0 
to EF.

LAN Address
Already in Use

Check the LAN Address to ensure it is not is use 
and key in the address again.

LAN Host Not Config
• You have changed the Communications Type 

from Dial or 3201 to LAN before configuring a 
LAN Address. Configure the LAN Address, 
then change the Communications Type to 
LAN.

OR
• You have tried a configure more than 6 Poll 

Codes in the LAN controller.

Line Not Available
The terminal has determined that the communi-
cations line is not available. Check that:
• the phone line is securely connected
• the phone line has a dial tone
• the LAN communication cable is securely con-

nected
Master Has Not Been

Defined
Check the General Parameters to ensure that a 
LAN Master Terminal has been set up with a valid 
address (20).

No Poll Received
Check the LAN Address to ensure it is valid and 
try the transaction again.
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K.2.2: Ethernet Communications Error Messages

MESSAGE SOLUTION

Ethernet Config. Failed This prompt appears when the terminal tries to 
communicate with the Moneris Host using Ether-
net immediately after the Ethernet parameters 
have been configured.
At least one parameter value is incorrect. Check 
the values and re-enter the correct values.

Invalid IP Address The IP Address entered does not match the stan-
dard IP Address format of ###.###.###.###.
Check the address and re-enter it.

Invalid Timeout Value.
Range 30-300...

An invalid Ethernet time-out value has been 
entered. Check that the value falls within the 
acceptable range and re-enter it.

TCP Connection Down Ensure the terminal is plugged into a modem/
router or wall jack that terminates to a router/
switch/hub.

TCP Connection Failed The terminal has attempted to communicate 
using the Ethernet but was unsuccessful.
Check the Ethernet Communication Configura-
tion to ensure all parameters have been set cor-
rectly.
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K.3: Printer Error Messages

K.4: Financial Transaction Error Messages
Unless indicated, the PINPad displays the prompt WELCOME/BONJOUR when 
these error messages appear on the 3100IP’s touch screen.

MESSAGE SOLUTION

Check Printer
LAN Polling Active

A problem has been detected with the 3100IP’s 
printer. Check that the paper feed is clear. Press 
Exit to cancel the transaction

Out of Paper
LAN Polling Active

Add a new paper roll to the internal 3100IP 
printer.

MESSAGE SOLUTION

Already Completed
You have attempted to perform an Advice trans-
action on a Pre-Authorization transaction that has 
already been Adviced. Check the sequence num-
ber to ensure you keyed it in exactly as it appears 
on the Pre-Auth. receipt then try the Advice trans-
action again.

Bad Response
You have attempted to use a Private Label or 
Third Party card and the Third Party Host that 
processes the card has responded with an mes-
sage that the 3100IP terminal cannot process. 
Press Exit to return to the Idle screen.
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Card Not Supported
Please Retry

• You have keyed in or swiped a Credit or Debit 
card that is not valid. Check that the customer 
has activated the card with their bank.

• You have keyed in or swiped a card at the 
Swipe Admin Card prompt that is not a POS 
Admin card. Check the card to ensure it is a 
POS Admin card.

• You have keyed in a credit card number that is 
not valid. Check that you have keyed in the 
card number exactly as it appears on the 
card.

• During a Payment or Payment Void transac-
tion, you have keyed in or swiped a card at 
the “Swipe Customer Card” that is not a Pri-
vate Label card. Check the card to ensure that 
it is a Private Label card.

Swipe the card again (on the PINSmart pinpad if 
you have one).
If this message reappears for a credit card: key in 
the card number manually and be sure to take an 
imprint of the card as backup in the event of a 
chargeback situation.
See also Solution for “Card Problem Please 
Retry”.

Card Problem
Please Retry

You have swiped a card on the 3100IP’s Mag-
netic Stripe Reader (MSR) and the information on 
the card’s magnetic stripe was not read properly. 
Try swiping the card again in a different manner, 
e.g. if you swiped it down, swipe it up or more 
quickly or more slowly or try the PINPad’s MSR 
(if available).

Check PINPAD A communication error has occurred between the 
terminal and the PINPad. Check that:
• the PINPad cable is securely connected
• none of the buttons on the PINPad keypad are 

stuck
If your terminal does not use a PINPad, check 
that:
• the card you have swiped is not a Debit card.

Clerk ID Not Set
Please Set ID and Retry

You have tried a transaction that requires a Clerk 
ID, but the 3100IP is not properly configured for 
Clerk ID prompting. Check that Clerk Totalling 
and Clerk ID prompting are enabled and that a 
Default Clerk ID has been set. If not, enable the 
Clerk ID settings and try the transaction again.

MESSAGE SOLUTION
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Declined - Retry PINPAD
Timeout

The customer has not responded to the prompts 
on the PINPad within the time limit. Press Exit to 
return to the Idle screen then retry the transac-
tion.
The PINPad displays the prompt NOT COM-
PLETED PLEASE RETRY.

Declined
Press Enter to Continue

The transaction has been refused by the Host. 
Press Enter to finish printing the receipt. Try the 
transaction again with a different card or cash.

Exceeds Refund 
Transaction Limit

The value of the Refund Transaction is greater 
than the maximum refund value per transaction 
set on the 3100IP terminal during Initialization. 
Reduce the value of the Refund or call your Mon-
eris sales representative to discuss changing 
your Refund limit.

Invalid Card Number
Please Retry

You have keyed in or swiped a Credit, Debit or 
Gift card that is not valid (i.e. it has failed MOD 10 
validation)

Invalid Date
Please Re-Enter

You have keyed in an invalid date. The date must 
be entered in the MMDD or YYMMDD format and 
must be a valid calendar date, e.g. 0231 (Feb. 
31) is not valid. 

Mandatory?Value must fall between:
YYoptional01 and 99
MMmandatory01 and 12
DDmandatory01 and 31

Invalid Expiry Date
Please Re-Enter

You have keyed in a Credit card expiry date that 
is not valid. Check that you have keyed in the 
expiry date exactly as it appears on the card.

Mismatched You have keyed in four digits for a PAN Fraud 
Check that do not match the last four digits read 
from the swiped card. Check that the last four 
digits on the card you swiped match the digits 
you keyed in. Wait until the previous prompt 
appears and rekey the last four digits.

No Credit Card
Swipe on PINPAD

You or the customer has swiped a Credit Card on 
the PINPad’s Magnetic Stripe Reader (MSR).
The PINPad displays the prompt NO CREDIT 
CARD SWIPE ON PINPAD.
Swipe the Credit card on the terminal’s MSR to 
continue the transaction.

System Problem
Please Retry

Missing or incorrect data has been sent to or 
received from the host. This message will be dis-
played until the Enter button is pressed to com-
plete printing the first copy, the Next Copy button 
is pressed to print the next copy of the receipt 
and the Exit button is pressed to return to the Idle 
screen.

MESSAGE SOLUTION
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System Problem
Retrying

The Moneris Host has requested that the 3100IP 
retry the transaction. The 3100IP sends the same 
transaction request automatically. Please wait. 
The terminal will display the status of the retry 
once it is complete.

Under the Host Response 
message:
>  Cancel
>  Retry

The customer has entered incorrect data on the 
PINPad. 
• Select Cancel to stop the transaction and 

return the terminal and the PINPad to the Idle 
screen.

OR
• Select Retry to allow the customer to re-enter 

the data and continue the transaction. The 
PINPad prompts the customer for the data 
again.

MESSAGE SOLUTION
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K.5: PINPad Error Messages
MESSAGE SOLUTION

CARD PROBLEM
PROBLEM DE CARTE

The customer has swiped a card on the PINPad’s 
Magnetic Stripe Reader (MSR) and the informa-
tion on the card’s magnetic stripe was not read 
properly. Ask the customer to try swiping the card 
again in a different manner, e.g. if they swiped it 
down, swipe it up or more quickly or more slowly 
or try the 3100IP’s MSR.

NO CREDIT CARD
SWIPE ON PINPAD

You or the customer has swiped a Credit Card on 
the PINPad’s Magnetic Stripe Reader (MSR).
The terminal displays the prompt No Credit Card 
Swipe on PINPAD.
Swipe the Credit card on the terminal’s MSR to 
continue the transaction

NOT COMPLETED
PLEASE RETRY

The customer has not responded to the prompts 
on the PINPAD within the time limit. Press Exit 
on the 3100IP touch screen to return to the Idle 
screen then retry the transaction.
The terminal displays the prompt Declined--Retry 
PINPAD Timeout.

If the customer presses 
the CANCEL button on the 
PINPad before the Please 
Wait for Message prompt 
appears.

The CANCELLED prompt appears on the termi-
nal and the PINPad then they return to their Idle 
prompts. Restart the transaction.

If the customer presses 
the CORR button on the 
PINPad at any other PIN-
Pad prompt (before the 
Please Wait for Message 
prompt appears)

The previous prompt re-appears on the PINPad. 
The customer enters the correct response to the 
prompt and the transaction continues.

If the customer presses 
the CORR button on the 
PINPad at the Transaction 
Amount - OK? prompt

Re-enter the transaction amount on the terminal 
and press Enter then continue from the Transac-
tion Amount - OK? prompt on the PINPad.
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K.6: Administrative Transaction Error Messages

K.7: ERNEX Error Messages

MESSAGE SOLUTION

Invalid Entry
You have tried to enter a HIGH BIN value that is 
less the LOW BIN value already entered. Check 
the HIGH and LOW BIN values. Wait for the pre-
vious prompt to appear and re-enter the value 
that is incorrect.

Invalid Entry
Please Re-Enter

You have selected an invalid Transaction Type. 
Wait for the previous prompt to appear and select 
another Transaction Type.

Merchant ID Error
You have entered a Merchant ID that does not 
this terminal’s Merchant ID. Check the Merchant 
ID to confirm it is correct. Wait for the previous 
prompt to reappear and enter the correct Mer-
chant ID.

No Transaction Found
Please Retry

The criteria you selected during the Transaction 
Inquiry do not have any matching transactions in 
the 3100IP’s memory. Check the criteria and retry 
the Transaction Inquiry.

RCD Not Available The Remote Code Download application cannot 
be used. Report the problem to the Moneris Mer-
chant Service Centre.

Transaction Not Found
Please Retry

The Sequence Number you keyed in during the 
Advice transaction does not exist in the 3100IP’s 
memory. Check the Sequence Number of the 
transaction you are trying to find and retry the 
Advice transaction.

MESSAGE OR ERROR 
CONDITION SOLUTION

“BAL - NO” on the Close 
Batch report

Call the ERNEX Help Desk to report that the ter-
minal totals for ERNEX do not match the ERNEX 
Host totals.

Card Not 
Supported

Initialize the terminal with ERNEX then try trans-
action again. If the error code reappears, call the 
ERNEX Help Desk.

Gift Card has Been Dis-
abled (322)

The E-Gift Card has been deactivated and can-
not be used.

Gift Card is 
Not Read By 
Terminal

Verify the terminal's card reader works by swiping 
a different card through it. If it works, the original 
card is probably demagnetized and cannot be 
used. 
Deactivate the card and activate a new card for 
the balance of the old card (found on the Deacti-
vation receipt)
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Ins. funds to 
complete transaction

Perform a Balance Inquiry to check the balance 
of the E-Gift Card.

Insufficient points for 
redemption

The Loyalty card did have sufficient points to 
cover the redemption. Request another form of 
payment.

Invalid CVC (325) Check the Card Validation Code located on the 
back of the E-Gift Card. 
Key in correct validation code and press ENTER. 
If the code reappears, call the ERNEX Help Desk

Invalid Transaction 
Amount - VOIDED 

Try transaction again 

Lost card The customer will have to purchase another card 
OR 
If the customer has a receipt with the lost E-Gift 
Card number on it:
Deactivate that card number and activate a new 
card for the balance of the old card (found on the 
Deactivation receipt)

No Configuration to be 
downloaded 

Continue with regular transactions 

Terminal is offline E-Gift Card transactions can NOT be completed 
if your terminal is offline.

Transaction amount over 
maximum 

Try keying amount again 

Transaction not 
permitted for first use 

Activate E-Gift Card 

MESSAGE OR ERROR 
CONDITION SOLUTION
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Appendix L: Transelect Code Equivalents

This appendix lists the Financial, Administrative and Configuration transactions 
available on the Transelect system with their Admin Codes and the 3100IP Menu 
on which that function is listed.

TRANSACTION TYPE TRANSELECT V7.49
ADMIN FUNCTION

3100IP 
MENU

Purchase Blue Keys Financial Transactions
Purchase Void Blue Keys Financial Transactions
Refund Blue Keys Financial Transactions
Refund Void Blue Keys Financial Transactions
Pre-Auth Blue Keys Financial Transactions
Advice Blue Keys Financial Transactions
Cheque Auth. Blue Keys Financial Transactions
Host Initialization Admin 01 Administrative Transactions
Logon Admin 02 Administrative Transactions
Logoff Admin 03 Administrative Transactions
Training Mode Admin 05 Terminal Configuration
General Parameters Admin 08 Terminal Configuration
Purchasing Card Admin 08 Terminal Configuration
Cheque Authorization Admin 09 Terminal Configuration
Third Party Host Admin 10 Terminal Configuration
Third Party Card Admin 11 Terminal Configuration
Dial Communication Admin 15 Terminal Configuration
Print Configuration Admin 16 Terminal Configuration
ERNEX Deactivation Admin 51 Financial Transactions
ERNEX Redemption Admin 54 Financial Transactions
ERNEX Inquiry Admin 55 Financial Transactions
ERNEX Void Admin 56 Financial Transactions
Initialize with ERNEX Host Admin 57 Administrative Transactions/

ERNEX Administration
ERNEX Communications Test Admin 58 Administrative Transactions/

ERNEX Administration
Disable ERNEX Admin 59 Terminal Configuration/

ERNEX Configuration
Print Stored Transaction Admin 60 Administrative Transactions
Transaction Inquiry Admin 66 Administrative Transactions
Deposit Totals Inquiry Admin 77 Administrative Transactions
Multiple Terminal Report Setup Admin 80 Terminal Configuration
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Set Default Clerk ID Admin 81 Terminal Configuration
Clerk Subtotals Admin 82 Administrative Transactions
Clerk Subtotalling Admin 83 Terminal Configuration
Clerk ID Maintenance Admin 84 Terminal Configuration
Multiple Terminal Reporting Admin 85 Administrative Transactions
Merchant Subtotals Admin 95 Administrative Transactions
Close Batch Admin 99 Administrative Transactions

TRANSACTION TYPE TRANSELECT V7.49
ADMIN FUNCTION

3100IP 
MENU
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INDEX

A

accented characters 11
Admin card 15
Admin codes 193
advice transaction 19, 74, 75

by card number 76
by sequence number 75

AIR MILES 21, 161
calculator values 162
communication types 33
configuration 168

calculator values 169
enable 168
factor values 169
incentive dates 169
incentive values 169
sale item values 170

factor values 162
incentive dates 165
incentive values 165
incentives 161
maximum rewards 170
order of calculations 166
points calculation 162

incentive examples 165
parameters 162
sale item examples 165

reference number 170
reset totals time 170
reward value examples 162
SAF Upload

set time 170
sale items 161, 165
store type 168
table of calculations 166

alphanumeric keypad 11
audible key click 12

configuration 25
authorization contact information 2
AUX ports 12

B

Balanced prompt 22, 50, 51
configuration 25

enable 30
balancing your account 49
bin ranges 121
buttons 10

# 83
$ 83
= 83
? 10, 81
?? 10, 81, 82
123 24, 82
ABC 11, 24, 82
abc 11
áçè 11
Admin 10, 47
arrows 10
Back 82
Calculator 10, 83, 84
CE 10, 83, 84
Clear 10, 84
Config 10
Del 10
dollar mode 83
Enter 10
Exit 10
Finan 10
Index 82
Lang 10, 18, 19, 81
Menu 10
navigation 10
Next Copy 10
number mode 83
on-line help 10
on-line help index 10
Reprint 10, 55
Search 81, 82
Term Lang 10, 18, 81
Transf from Calc 10, 83, 84

C
cables

communications 12
cross-over 101, 102
pinpad 12
power 12, 23
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straight 101
calculator 16

button 10, 83, 84
clear value 84
functions 83
transfer a value to Amount screen 84

calculator values 162
cancelling

clerk ID maintenance 88
clerk subtotal inquiry 91
debit transactions

on the pinpad 67
on the terminal 67

multi-terminal report 96
report printing 60
transaction 19

card number masking 17
card reader 11, 61, 69, 113, 117, 149, 150, 161
caring for the terminal 13
cheque authorization 20, 131

configuration 131
disabling 133
transactions

credit card - key in info 134
credit card - swipe 134
driver’s license 133

clerk ID 21, 85
add an ID 87
add default clerk ID 87
default 85, 86
group pre-fix 88
Groups 88
in ERNEX transactions 152
maintenance 87
prompt 19
remove an ID 88
set default clerk ID 89

clerk subtotalling 21
configuration overview 85
enable 86
enable clerk to zero totals 86
group pre-fix 22
reports 90

clerk subtotals inquiry 90
all clerks 91
multiple clerks 91
one clerk 90

close batch 22, 49, 52
ERNEX 159
multi-terminal 22, 52, 95
to Moneris Host 50
to multiple hosts 51
to third party hosts 51

code 10
defined 17
phone number 2
procedure 17

communications
cable 12
configuration 33–42

3201 119
3201 LAN 33
3201 LAN master 36
3201 LAN slave 37
backup line speed 119
backup network ID 119
backup phone number 119
dial 33, 34–35, 119, 132
dial back-up 132
Ethernet 33, 37–42
LAN 119
Private IP 33
Public IP 33
third party hosts 118

dial 47
Ethernet 24
Ethernet LAN 37
hub 37
ports

dial 12
Ethernet 12
LAN 12

Private IP 37
Public IP 37
router 37
switch 37

configuration
clerk subtotalling 85
configuration code 2, 24
print list of current parameters 43
restore default settings 43
shortcut 18, 23, 24
Terminal Configuration menu 28
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INDEX

connection ports 12
Contact Centre 2
context-sensitive help 81
credit card imprint 69, 79
current batch totals 52, 58
current choice box 8
customer reference number

entry 115

D
data entry

display box 6, 8
screen 9

debit
transaction disputes 17

default clerk ID 85, 86, 87
set ID 89

deposit totals inquiry 59
multi-terminal 95

disputed transactions
debit 17

DNS Address
primary 40
secondary 40

E

E-Gift 149
EIA/TIA wiring standards 101
eN-Crypt 1200 pinpad 61, 66, 69, 78, 105, 106
eN-Crypt 150 pinpad 61, 69, 105, 161
end-of-day shortcut 18, 22, 52

multi-terminal 96
ERNEX 21, 25, 149

administration 149
card balance inquiry 158
card deactivation 158
close batch 159
print stored transactions 158

card validation code 152, 153, 154, 155, 156, 
158

communication types 33
configuration 151

disable terminal 150
enable terminal 150
host communications test 151
host initialization 151

CVC 152, 153, 154, 155, 156, 158

E-Gift 149
E-Gift transactions 149, 152

activation 152
purchase 153
purchase with balance owing 153
void 153

gift card 149
loyalty program 154
loyalty program transactions

activation 154
advice 156
pre-authorization 156
purchase 154
purchase void 154
redemption 157
refund 155
refund void 155
void 157

Real Time Points 154
transactions 149

Ethernet
address assignment

dynamic 38, 39
Private IP 39
Public IP 38
static 38, 39, 40

configuration
host 41
terminal 38

connection timeout 40
Error Report 40
host parameter configuration

by Host Address 42
by Host Name 41
IP Address 41, 42
IP Name 41
Port Number 41, 42
Private IP 41
Public IP 41
SSL 41, 42

LAN cabling 100
hints 104
minimum wiring requirements 100

LAN topology 100
LAN wiring 101
LAN wiring specs 99
ping 40
Retry TCP Connect Interval 40
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Ethernet communications 24
Ethernet Mode 40

F

factor values 162
fraud check 18

G

general parameters 29
gift card

E-Gift 149
ERNEX 149

gift card programs 21
ERNEX 21, 25
ValueLink 21, 135

H

help system 81
index 82
navigation 82
search 82
topics 81

host response
area 7
screen 9

I

I/O ports 12
Idle screen 5

Enter Amount 5, 61, 69, 83, 105, 113, 116, 123, 
138

credit transactions 78
debit transactions 66

Pre-authorization 5, 20
Purchase 5
Swipe card 5, 61, 69, 113, 123, 138, 150, 161

incentive dates 165
incentive values 165
initialization 26

ERNEX host 151
re-initialization 151

first time 47
phone number to Moneris Host 2, 25, 26
re-initialization 48, 49

Intro shortcut 18, 25, 27
invoice number prompt 19

enable 30

L
language

changing the display 16
on receipts 16

ValueLink 138, 139, 140, 142, 143, 144,
145, 146

on the pinpad 16, 18
on the terminal 16, 18

logoff 17, 53
logon 23, 25, 26, 47, 48, 49, 138, 140
loyalty

ERNEX 149
Real Time Points 149

loyalty programs
AIR MILES 21

M

magnetic stripe reader 11, 61, 69, 113, 117, 135, 
149, 150, 161

masking of card number 17
Maxwell Media Products 3
menus 15
Merchant Contact Centre 2
merchant ID 2, 25, 26, 86, 93, 118
Merchant Service Centre 2
merchant subtotals inquiry 58
Merchant Sub-totals report 22
moneris authorization contact information 2
MSR 11, 61, 69, 113, 117, 135, 149, 150, 161
multi-terminal reporting 21, 22, 49, 50

assign a terminal name 93
change a terminal name 94
close batch 52, 93, 95
configuration 93
deposit totals 93, 95
end-of-day shortcut 96
remove a terminal name 94
terminal setup 93
third party hosts 50

O

on-line help 9, 15, 24, 81
button 10
index 10, 82
navigation 82
search 10, 82
topics 81
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INDEX

P

PAN fraud check 18
paper sales draft 69

less than floor limit 79
over floor limit 79

phone support 2
PIN 61, 105
pinpad 61

buttons 13
cable 12
cancelling transactions 67
eN-Crypt 1200 13, 20, 61, 66, 69, 78, 105, 106
eN-Crypt 150 13, 61, 69, 105, 161
language 16
PINPad II 13, 61, 69, 105, 161
PINSmart 13, 20, 61, 66, 69, 78, 105, 106
ports 12
prompts

credit purchase 111
debit purchase 62
debit purchase void 64
debit refund 63
debit refund void 65
other credit transactions 112

testing 24
PINPad II pinpad 61, 69, 105, 161
PINSmart pinpad 61, 66, 69, 78, 105, 106
ports

auxilary 12
communications 12
PINPad 12
power 12, 23

POS Admin card 15, 25, 26, 27, 31, 41, 42, 49, 63, 
64, 65, 71, 72, 73, 93, 94, 95, 108, 109, 
110, 124, 126, 128, 129, 137, 139, 142, 
143, 153, 154, 155, 157

testing 24
power

cable 12
input 12

pre-auth
type 119

pre-auth completion transaction 75
pre-auth transaction 19, 74

as default 20
removing from memory 77

print stored transactions 59
printer 11

density control 32

testing 24
private label

Base24 cards 117
communication types 33
error messages

credit application receipts 127
third party cards 117
third party host

configuration 118
tranining mode transactions 46
transactions 20, 117

instant credit application 126
other 125
payment 128
payment void 129
purchase 123
refund 124

promo code
entry 123, 124

prompts
balanced prompt on close 22
clerk ID 19
customer reference number 21
invoice number 19
tax amounts 21

purchasing card 21, 113
configuration 25, 114
transactions 115

R

Real Time Points 149
receipt

configuration 29
language 16
message 20

configuration 29
entry 25
input screen 9

number of copies 25, 29
reprint last receipt 55

receipts
masking card number 17
signature line enabled 29

remote code download 43
replacing the terminal

memory 16
reports

clerk subtotals 21
multi-terminal 22
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restore default settings 43
reward programs

AIR MILES 161
RJ45 connector

pin locations 103
RJ45 wall jack 103

S

sale item values 165
screen

alignment control 31
contrast control 31

screen area
standard 8
variable 9

screen type
association list 9
data entry keypad 9
financial transaction screen 6
host response 7, 9
Idle 5
list 9
on-line help 9
selection screen 6
transaction screen 6

screen-saver 15, 50, 51
security 53
Service Centre 2
settling your account 49
shortcuts

configuration 18, 23, 24
completion after exiting 26
exit 26
restart 26

end-of-day 18, 22, 52
multi-terminal 96

Intro 18, 25, 27
signature line on credit receipts 29
software version number 1
speaker 12

audible key click 25
stored transactions 16
supplies, terminal 3

T
tax amount

entry 115
tax type

configuration 25, 114

terminal
gateway 40
IP address 40
language 16
mask ID 40
memory 16
name 21
power up procedure 23
security 17, 53
status area 6, 7, 8
supplies 3
terminal ID 21

terminal name 95
group pre-fix 95

third party
cards 20

assign to host 121
bin ranges 121
change parameters 122
configuration 120
remove 122

cheque authorization 20
close batch 50, 51
hosts 50

change parameters 120
configuration 118, 120
deactivate 120

multi-terminal reporting 50
private label 20
private label cards 117

tip
entry on pinpad 20, 61, 69, 105, 116, 161

credit purchase 111
debit purchase 107
debit purchase void 109
debit refund 108
debit refund void 110
enable 106
other credit transactions 112
private label 125
private label transactions 117
ValueLink transactions 135

line on receipts 20, 29
touch screen 5
trailer message 25

configuration 29
enable 30

training mode 16, 45
enter 45
exit 46
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