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Need help (general)? 
 

Web: https://www.moneris.com/en/support/moneris-go/moneris-go-portal  

Email: onlinepayments@moneris.com 

Toll-free: 1-866-319-7450 

 

 

 

 

Need help (using Go portal feature/function)? 
Log into the Moneris Go portal, and use the portal feedback form  

(see Sending feedback/requesting assistance while logged in on page 136) 

 

 

 

 

 
 

Record your Moneris® merchant ID here: 

 

__________________________________________

https://www.moneris.com/en/support/moneris-go/moneris-go-portal
mailto:onlinepayments@moneris.com
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Getting started 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to do 
so that you can start using the Moneris Go portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Getting started 
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What is Moneris Go portal? 
Moneris Go portal is an application that can help you take your business wherever you go. Moneris Go portal 
gives you a unified experience, whether you choose to log in through a web browser (www.monerisgo.com) or 
your Moneris Go terminal.  

Moneris Go portal features include: secure, user-friendly interface; compatibility with all mobile devices 
(cellphone, tablet, or desktop); compliance with the Accessibility for Ontarians with Disabilities Act (AODA); 
support for English and French language; access to a dashboard and real-time sales and transactional reports; 
virtual terminal to complete and refund transactions and send payment requests; user and roles management 
for Moneris Go terminals and the portal. 

How to use this guide 
This guide describes how to use the features and functions of the Moneris Go portal, including how to set up 
your user account for access to the portal.  To begin, please follow the How to get started steps (page 8). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.monerisgo.com/
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How to get started 
The following 1-2-3 steps describe what you need to do to set up your user account and start using Moneris Go 
portal. 

 

          Ensure your mobile device/PC meets the minimum requirements 

▪ Up-to-date supported browser installed (Google Chrome, Microsoft Edge, and Apple Safari) 
▪ Cookies enabled 
▪ Internet access 
▪ Valid email address (for use in setting up your Moneris Go portal user account) 

 
 

          Set up your account 

       Are you the account owner?  
 

a. Work with us to establish your Moneris merchant account and pre-register you for portal access.  

b. Sign up for Moneris Go portal access (see Signing up for Moneris Go portal access on page 9). 

c. Activate your Moneris Go portal user account (see Activating your user account on page 11). 

Note:  Your account is treated as the primary user account, having access to all the major features 
and functions of the Moneris Go portal. 

d. Add a store to the primary user account (see Adding the first store to the primary user account on 
page 13). 

Note:  You will need your 13-digit merchant ID and store ID (these IDs were sent to you in your 
Moneris welcome email). 

   

                                                                                                                  
       Are you a general user (i.e., you are not the account owner)?  

 

a. Activate your Moneris Go portal user account (see Activating your user account on page 11). 

 

 

          Ready to log in and use the Moneris Go portal? 
Once you activate your Moneris Go portal user account, you can log in and start using the Moneris Go 
portal features and functions (e.g., define your store settings, add new users, perform financial 
transactions, etc.). 

▪ See List of Moneris Go portal features and functions (page 15).  

 

1

2

3
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Signing up for Moneris Go portal access 
The steps below describe how to sign up for Moneris Go portal access.  

Note: This procedure continues from the account setup steps in How to get started (page 8). 

1. Visit www.monerisgo.com to start on the Moneris Go portal login page (shown below). 

 

2. In the "Login" window (shown above), click on Sign up. 

3. When the "Sign up" window displays (shown below), fill in the required fields: 

 

a. In the First name field, enter your given name. 

b. In the Last name field, enter your surname. 

c. In the Email field, enter your email address.   

Note:  Moneris Go will send your account activation link to this address.  You will be required to click on 
this link to activate your account. (This address will also serve as your Moneris Go portal username.) 

d. Click on the Sign up button. 
 
 

http://www.monerisgo.com/
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4. When the "A link to activate your account has been sent..." response displays (shown below), continue the 
next step. 

 

5. Check your email inbox to confirm that you received your Moneris Go "User account activation" email. 

6. Continue the setup steps in How to get started (page 8). 
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Activating your user account 
(This procedure continues from the account setup steps in How to get started  on page 8.) 

Once you receive your Moneris Go activation email in your inbox, follow the steps below to set up and configure 
your Moneris Go portal user account.   

Note: If you did not receive your activation email, see Troubleshooting issues (page 135). 

1. Open the "User account activation" email in your inbox, and click on the activation link (or button) in the 
message.  

2. When the activate account fields display (shown below), configure your login credentials:  

 

a. Set your user account's default display language by clicking on English or French. 

b. In the Password field, enter a login password. 

Note: The password that you create must be from 8 to 16 characters in length and include at least 1 
letter, 1 number, and 1 special character. Accents are not supported. Password fields are case sensitive. 

c. In the Confirm password field, re-enter the login password. 

d. Click on the Activate button. 

3. When the "Account Activated" response displays (shown below), it means you have successfully activated 
your Moneris Go portal user account.  
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4. Click on the Sign in button to return to the Moneris Go portal login page (shown below). 

 
 

5. Continue the setup steps in How to get started (page 8).  
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Adding the first store to the primary user account 
Follow the steps below to add/link the first Moneris Go portal store to the primary user account.   

Note: This procedure continues from the account setup steps in How to get started (page 8). 

1. Visit www.monerisgo.com to start on the Moneris Go portal login page (shown below). 

 
 

2. In the "Login" window, enter your login credentials: 

a. In the Email field, enter the email address that you registered when you activated your Moneris Go 
portal user account. 

b. In the Password field, enter your Moneris Go portal login password. 

c. Click on the Sign in button. 
 

3. When the "Stores" page displays (shown below), click on the Add store button. 

         

 
 

 

http://www.monerisgo.com/
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4. When the "Add store" window displays (shown here), fill in the fields with the 
required IDs, as provided by Moneris. 

a. In the Store ID field, enter the store ID of the store that you want to add. 

b. In the Merchant ID field, enter your 13-digit merchant ID. 

5. Click on the Submit button.  

 

 

 

 

 

 

6. When the "Terms and conditions" window displays (shown below), scroll through and read the terms, and 
then click on the Accept button. 

 
 

7. When the "Dashboard" page displays (shown below), it means you have successfully added your store. 

 

8. Continue the setup steps in How to get started (page 8). 
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List of Moneris Go portal features and functions 
This section lists supported Moneris Go features and functions, including references to procedures that will 
guide you on how to use those features and functions. 

Moneris Go portal access / store access 

Action See procedure: 

Log in Logging into the Moneris Go portal (page 19) 

Log out Logging out of the Moneris Go portal (page 27) 

Reset login password Forgot your login password? (page 21) 

Add another store Adding another store to the primary user account (page 25). 

Move between stores Using My Stores (page 23) 
 

Financial transactions 

Transaction type Tender See procedure: 

Purchase credit* Purchase with credit card: manual entry (page 29) 

Purchase cash Purchase with cash (page 31) 

Preauthorization credit* Preauthorization with credit card: manual entry (page 32) 

Completion credit* Completion with credit card: manual entry (page 34) 

Void credit* Void: manual entry (page 37)  

Refund credit*/cash Refund: manual entry (page 40) 

Independent Refund credit* Independent Refund with credit card: manual entry (page 43) 
 

Reporting & receipts (financial transactions) 

Action See procedure: 

View detailed transactions report Financial transactions report (page 48) 

View graphical summary The dashboard (page 46) 

Send/print transaction receipt Sending/printing a transaction receipt (page 62) 
 

Payment requests 

Action See procedure: 

Create payment request  Creating a payment request (page 66) 

Cancel payment request Cancelling a payment request (page 74) 

Delete payment request Deleting a payment request (page 72)  

Resend payment request Resending a payment request (page 69) 

Save payment request draft Saving a payment request as a draft (page 71) 

View payment requests report Payment requests report (page 75) 

\ 

 * Some debit card brands may support manual entry for this transaction. 
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My account preferences 

Preference See procedure: 

Change personal name identification Changing your name information (page 85) 

Change default display language Changing the default display language (page 86) 

Change portal login password Changing your Moneris Go portal login password (page 87) 

Change terminal login password Changing your Moneris Go terminal login password (page 88) 

Change terminal login username Changing your Moneris Go terminal login username (page 90) 
 

Store/payment settings 

Payment field See procedure: 

AVS (address verification service) Payment fields (page 92) 

Billing address Payment fields (page 92) 

Postal code Payment fields (page 92) 

Customized field Payment fields (page 92) 
 

Store/developer tools 

Integration type See procedure: 

Moneris Checkout Moneris Checkout (page 94) 

Hosted tokenization Hosted tokenization (page 94) 
 

User accounts/roles management 

Action See procedure: 

Add user account Adding a new user account (page 96) 

Modify user account Modifying an active user account (page 99) 

Deactivate user account Deactivating a user account (page 101) 

Reactivate a user account Reactivating a user account (page 103) 

Add a user role Adding a new user role (page 106) 

Delete a user role Deleting a user role (page 111) 

Modify a user role Modifying a user role (page 108) 
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Moneris Go terminal management 

Feature See procedure: 

Automatic sign-out time Moneris Go terminal: general settings (page 117)  

Pass terminal timer Moneris Go terminal: general settings (page 117) 

Report reset time Moneris Go terminal: general settings (page 117) 

Manual entry transactions Moneris Go terminal: general settings (page 117) 

Surcharge settings Moneris Go terminal: general settings (page 117) 

Receipts Moneris Go terminal: receipt settings (page 120) 

Print delay (receipt) Moneris Go terminal: receipt settings (page 120) 

Print QR code (receipt) Moneris Go terminal: receipt settings (page 120) 

 

Feature See procedure: 

Receipt format options Moneris Go terminal: receipt settings (page 120) 

No. of Merchant copies (receipt) Moneris Go terminal: receipt settings (page 120) 

Header/footer (Receipt) Moneris Go terminal: receipt settings (page 120) 

Cashback settings Moneris Go terminal: cashback settings (page 125) 

Tip settings Moneris Go terminal: tip settings (page 128) 
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Logging in/logging out 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Logging in/ 
logging out  

 
In this section, we go over everything you need to 
know to log into/log out of the Moneris Go portal. 
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Logging into the Moneris Go portal 
Start a session on the Moneris Go portal, and access your store. 

1. Visit www.monerisgo.com to start on the Moneris Go portal login page (shown below). 

 

2. In the "Login" window, enter your login credentials: 

a. In the Email field, enter the email address that you registered when you activated your Moneris Go 
portal user account. 

b. In the Password field, enter your Moneris Go portal login password. 

c. Click on the Sign in button. 

3. When you are logged in, you will see either the "Dashboard" page or the "Stores" page. Do one of the 
following depending on which page displays on your screen: 
 

If the "Dashboard" page displays (shown below):  

a. You have successfully accessed your store (see The dashboard on page 46).  

 

 

 

 

http://www.monerisgo.com/
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If the "Stores" page displays (shown below):  

a. Click on the store tile labelled with the name of the store that you want to access. 

Note: To search for a specific store, enter the full/partial store name in the Search by store name field. 
To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and 
select a number (5, 10, 15, 20, 25, or 50).   

 
 
 

b. When the "Dashboard" page displays (shown below), it means you have successfully accessed the store  
(see The dashboard on page 46). 

 
 

 

 

 

 

 

 

 

 

 

 STORE TILES 
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Forgot your login password? 
If you cannot log into the Moneris Go portal because you forgot your Moneris Go portal password, follow the 
steps below to reset it. 

1. Visit www.monerisgo.com to start on the Moneris Go portal login page (shown below). 

 
 

2. In the "Login" window, click on Forgot password? 

3. When the "Password reset" window displays (shown below), enter your Moneris Go portal user account 
login email address, and click on the Reset button.  

 
 

4. When the "A link has been sent to your email" response displays (shown below), confirm that you received 
the "Moneris Go Password reset" message in your email inbox. 

 

http://www.monerisgo.com/
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5. Open the email, and click on the Reset my password link contained in the message. 

6. When the request is processed, the Moneris Go portal "Password reset" page will open (shown below): 

 
 

a. In the New password field, enter a new (or the old) password. 

b. In the Confirm password field, re-enter the password. 

c. Click on the Save button. 

 

7. When the "Password successfully changed. Please log in" window displays (shown below), it means you have 
successfully reset your login password. 

 
 

8. Click on the Login button to return to the Moneris Go portal login page. 

Note: When you next attempt to log in, enter your newly reset password (see Logging into the Moneris Go 
portal on page 19). 

 

 

 

 

 



 

Moneris® Go portal Reference Guide 23 

Store navigation 

Using My Stores 
If you are logged into the Moneris Go portal and are already within (accessing) a store, follow the steps below to 
use the "My Stores" function to access any other store that is linked to your user account. 

Note: For instructions on how to log in and access a store, see Logging into the Moneris Go portal on page 19. 

1. From any page in your store, click on your user account tile (shown below). 

 
 

2. When the user account menu displays (shown below), click on My stores.  

 
 

3. When the "Stores" page displays, locate the store tile labelled with the name of the store (and store ID) that 
you want to access, then click on that tile. 

 
 

 
 

 

 

USER ACCOUNT TILE 

USER ACCOUNT MENU 

 STORE TILES 

Note: To search for a specific store, enter the full/partial store name in the Search by store name field.  
To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and select a 
number (5, 10, 15, 20, 25, or 50). 
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4. When the "Dashboard" page displays (shown below), it means you have successfully accessed your store  
(see The dashboard on page 46).  
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Adding another store to the primary user account 
If you are the owner of your Moneris Go portal and want to add another store to your (primary) user account, 
follow the steps below.   

Note: If you do not have any stores added to your account, follow the steps in How to get started (page 8).  

1. Visit www.monerisgo.com to start on the Moneris Go portal login page (shown below). 

 

2. In the "Login" window, enter your login credentials: 

a. In the Email field, enter the email address that you registered when you activated your Moneris Go 
portal user account. 

b. In the Password field, enter your Moneris Go portal login password. 

c. Click on the Sign in button. 

3. When you are logged in, you will see either the "Dashboard" page or the "Stores" page.  
Do one of the following depending on which page displays on your screen: 

If the "Dashboard" page displays (shown below):  

a. Click on your user account tile, and then click on My Stores in the drop-down. 

b. Continue at step 4 (on page 26). 

 

If the "Stores" page displays:  

a. Continue at step 4 (on page 26). 

USER ACCOUNT TILE 

http://www.monerisgo.com/
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4. On the "Stores" page (shown below), click on the Add store button. 

 
 
 

5. When the "Add store" window displays (shown here), fill in the fields with the required 
IDs, as provided to you (the primary account owner) by Moneris. 

a. In the Store ID field, enter the store ID of the store that you want to add. 

b. In the Merchant ID field, enter your 13-digit merchant ID. 

6. Click on the Submit button.  

 

 

 

 
 

7. When the "Stores" page displays, confirm that the new store is added beside the other store tile(s). 

 
 

8. The operation is complete.  (To access the newly added store, simply click on its store tile.) 

Note: If you want to permit new or existing users to access/use the features available in the newly added 
store, you can add the user account(s) as desired (see Adding a new user account (page 96).  You may 
duplicate the login credentials of an existing user account in each new store. 

NEWLY ADDED 
STORE (TILE) 
DISPLAYS HERE 
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Logging out of the Moneris Go portal 
End your current session, and log out of the Moneris Go portal. 

1. While you are logged in on any Moneris Go portal page (e.g., the "Dashboard" page as shown below), click 
on your user account tile. 

Note:  The user account tile is always located in the top right corner of every Moneris Go portal page.   

 

2. When the user account menu displays (shown below), click on Logout. 

Note: The menu items "My stores", "My account", and "Feedback" are listed only if you have accessed one 
of your stores during the current login session.  

 

3. When the Moneris Go portal login page displays (shown below), it means you have successfully logged out 
and ended your session. 

 

USER ACCOUNT TILE 

USER ACCOUNT MENU 
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Financial transactions 
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Financial 

transactions 

In this section, we go over everything you need to 
know to perform financial transactions through your 
Moneris Go portal store's virtual terminal. 
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Purchase with credit card: manual entry 
The steps below describe how to perform a credit card1 sale of goods and services by entering card data in 
Moneris Go portal payment fields. A Purchase verifies funds on the cardholder's card, removes the funds, and 
prepares the funds for deposit into your merchant account. 
   

1. Log into the Moneris Go portal, and access the store through which you want to perform the transaction 
(see Logging into the Moneris Go portal on page 19).2 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  
 

2. On the sidebar menu (shown here), click on the Payment  icon.   

 Note: To toggle the menu view, click on the expand  tab / the minimize  tab. 

 

 

 

     
 

3. When the "Payment" window displays (shown here), do the following:  

a. Click on the Credit button. 

b. In the "Transaction type" drop-down, select Purchase. 

c. In the "Amount" field, enter the purchase dollar amount ($0.00). 

4. Enter the credit card data: 

a. In the Credit Card Number field, enter the credit card's 16-digit PAN (personal 
account number). 

b. In the Expiry date field, enter the credit card's expiry date (mm/yy). 

c. In the Security code field, enter the credit card's 3- or 4-digit card verification 
value. 

5. If the "Billing address" fields display (Street number, Street name, City, Province, 
and Postal code), enter the cardholder billing address data. 

Note:  To configure billing address fields, see Payment fields (page 92).  

6. If the custom identifier field displays, enter the requested data. 

Note: To configure a custom identifier, see Payment fields (page 92). 

 
1 Some card brands support debit card manual entry for this transaction.   
2 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 
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7. Click on the Submit button to send the transaction for processing. 

8. When the "Payment" window displays the "approved" or "declined" response 
(shown here), the transaction is complete.  Do any of the following:   

To view, print, or send (email/text) the transaction receipt: 

a. Click on the View receipt button. 

b. Continue in Sending/printing a transaction receipt (page 62). 
 

To initiate a new Purchase, Preauthorization, or independent Refund:  

a. Click on the Start New Payment button. 
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Purchase with cash 
The steps below describe how to perform a cash sale of goods and services. 

1. Log into the Moneris Go portal, and access the store through which you want to perform the transaction 
(see Logging into the Moneris Go portal on page 19).3 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  

 

2. On the sidebar menu (shown here), click on the Payment  icon.   

 Note: To toggle the menu view, click on the expand  tab / the minimize  tab. 

 

 

 

 
 

3. When the "Payment" window displays, click on the Cash button (shown here). 

4. In the "Amount" field, enter the purchase dollar amount ($0.00).  

5. If the custom identifier field displays, enter the requested data. 

Note: To configure a custom identifier, see Payment fields (page 92). 

6. Click on the Submit button to send the transaction for processing. 

 

 

 
 

7. When the "Payment" window displays the "approved" response (shown here), the 
transaction is complete.  Do any of the following: 

To view, print, or send (email/text) the transaction receipt: 

a. Click on the View receipt button. 

b. Continue in Sending/printing a transaction receipt (page 62). 
 

To initiate a new Purchase, Preauthorization, or independent Refund:  

a. Click on the Start New Payment button. 

 
3 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 
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Preauthorization with credit card: manual entry 
The steps below describe how to perform a Preauthorization of goods and services by entering card data in 
Moneris Go portal payment fields. A Preauthorization verifies and locks funds on the cardholder's credit card.4 
The funds are locked for a specified amount of time based on the card issuer. 

Important!  To unlock and receive (or release) funds for this transaction, you must perform a Completion (see 
Completion with credit card: manual entry on page 34). 
 

1. Log into the Moneris Go portal, and access the store through which you want to perform the transaction 
(see Logging into the Moneris Go portal on page 19).5 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  

 
 

2. On the sidebar menu (shown here), click on the Payment  icon.   

 Note: To toggle the menu view, click on the expand  tab / the minimize  tab. 

 
 

 

 
 

3. When the "Payment" window displays (shown here), do the following:  

a. Click on the Credit button. 

b. In the "Transaction type" drop-down, select Pre-auth. 

c. In the "Amount" field, enter the preauthorization dollar amount ($0.00). 

4. Enter the credit card data: 

a. In the Credit Card Number field, enter the credit card's 16-digit PAN (personal 
account number). 

b. In the Expiry date field, enter the credit card's expiry date (mm/yy). 

c. In the Security code field, enter the credit card's 3- or 4-digit card verification 
value. 

5. If the "Billing address" fields display (Street number, Street name, City, Province, 
and Postal code), enter the cardholder billing address data. 

Note:  To configure billing address fields, see Payment fields (page 92).  
 

 
4 Some card brands support debit card manual entry for this transaction.   
5 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 
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6. If the custom identifier field displays, enter the requested data. 

Note: To configure a custom identifier, see Payment fields (page 92). 

7. Click on the Submit button to send the transaction for processing. 

 

8. When the "Payment" window displays the "approved" or "declined" response 
(shown here), do one of the following: 

To view, print, or send (email/text) the transaction receipt: 

a. Click on the View receipt button. 

b. Continue in Sending/printing a transaction receipt (page 62). 
 

To initiate a new Purchase, Preauthorization, or independent Refund:  

a. Click on the Start New Payment button. 
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Completion with credit card: manual entry 
The steps below describe how to perform a Completion to capture a Moneris Go portal-referenced credit 
Preauthorization for a full or partial amount so that the authorized funds are transferred to your account at 
settlement. This procedure can also be used to cancel/void a Preauthorization. 

1. Log into the Moneris Go portal, and access the store through which the original Preauthorization was 
processed (see Logging into the Moneris Go portal on page 19). 6 

Note: If you need to identify the store through which the original Preauthorization was processed (i.e., you 
have multiple stores linked to your account), view/print the receipt and refer to the store name on the receipt 
(see Receipts on page 61). This name correlates with the tile label of the Moneris Go portal store that you 
must access in order to do the Completion. (If you need to move to a different store, see Using My Stores, 
page 23.)  
 

2. On the sidebar menu (shown here), click on the Reports  icon.   

 Note: To toggle the menu view, click on the expand  tab / minimize  tab. 

 

 

 
 

3. When the "Transactions" page displays (shown below), locate the Preauthorization that you want to 
complete, and click on it. 

Note:  The "Order ID" is unique to each transaction. If the desired transaction is not listed, you can do a 
general search by entering a full or partial order ID or amount in the search field. Otherwise, you can use 
filters to refine the search by date, transaction type, card type, and user (see Financial transactions report on 
page 48).  

 

 

 

 

 

 

 

 

 

 
6 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 
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4. When the "Transaction details" page displays (shown below), review the payment details to ensure this is 
the Preauthorization that you want to complete. 
 

      

 

 

 

 

For descriptions of "Payment 
details" line items, see 
Payment details descriptions 
(page 51).                                                             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   
 

5. Complete the Preauthorization for a full/partial amount or cancel/void the transaction: 

To complete the Preauthorization for a full or partial amount: 

a. Click on the Actions drop-down (shown in step 4), and click on Complete. 

b. When the "Confirm" dialog displays (shown here), enter a new dollar value in 
the field (i.e., if you need to change the completion amount); otherwise, leave 
the displayed amount unchanged to complete the transaction for the 
originally authorized amount.  

c. Click on the dialog's Confirm button. 
 
 

     "ACTIONS" DROP-DOWN 

The "Transaction events" area 
displays if the transaction was 
initiated through a Moneris 
Checkout integration.  
Transaction data and responses 
are logged in chronological order.   
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To cancel the Preauthorization and release the authorized funds: 

a. Click on the Actions drop-down (shown in step 4), and click on Void. 

b. When the "Confirm" dialog displays (shown here), click on the dialog's 
Confirm button. 

 

 

6. When the "Completion approved" response displays (shown here), click on the Close 
button to close the dialog. 

 
 
 

7. Print or send (email/text) a transaction receipt:  

a. Click on the Actions drop-down (shown in step 4), and click on View receipt. 

b. Continue in Sending/printing a transaction receipt (page 62). 
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Void: manual entry 
The steps below describe how to reverse (cancel) a Moneris Go portal-referenced Purchase or Completion 
transaction for the full amount. The funds of the original Purchase or Completion transaction are fully restored 
to the cardholder's card.  Neither the original transaction nor the Void transaction will appear on the 
cardholder's statement. 

Note: Transactions originally processed with an Interac card cannot be voided from the Moneris Go portal.   
 

1. Log into the Moneris Go portal, and access the store through which you want to perform this transaction  
(see Logging into the Moneris Go portal on page 19).7 

Note: If you need to identify the store through which the original transaction was processed (i.e., you have 
multiple stores linked to your account), view/print the receipt and refer to the store name on the receipt (see 
Receipts on page 61). This name correlates with the tile label of the Moneris Go portal store that you must 
access in order to do the Void. (If you need to move to a different store, see Using My Stores on page 23.)  

 

2. On the sidebar menu (shown here), click on the Reports  icon.   

 Note: To toggle the menu view, click on the expand  tab / minimize  tab. 

 

 
 
 
 
 
 

3. When the "Transactions" page displays (shown below), locate the Purchase or Completion that you want to 
void, and click on it. 

Note:  The "Order ID" is unique to each transaction. If the desired transaction is not listed, you can do a 
general search by entering a full or partial order ID or amount in the search field. Otherwise, you can use 
filters to refine the search by date, transaction type, card type, and user (see Financial transactions report on 
page 48).  

 

 

 

 

 

 

 

 
7 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 
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4. When the "Transaction details" page displays (shown below), review the payment details to ensure this is 
the transaction that you want to void. 

      

 

 

 

 

For descriptions of "Payment 
details" line items, see 
Payment details descriptions 
(page 51).                                                             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click on the Actions drop-down (shown in step 4), and click on Void. 
 

6. When the "Confirm" dialog displays (shown below), click on the dialog's Confirm button. 

 
 

7. When the "Void approved" response displays (shown below), click on the Close button to close the dialog. 

 

     "ACTIONS" DROP-DOWN 

The "Transaction events" area 
displays if the transaction 
(debit/credit) was initiated 
through a Moneris Checkout 
integration.  Transaction data and 
responses are logged in 
chronological order.   
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8. Print or send (email/text) a transaction receipt:  

a. Click on the Actions drop-down (shown in step 4), and click on View receipt. 

b. Continue in Sending/printing a transaction receipt (page 62). 
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Refund: manual entry 
The steps below describe how to reverse (refund) a Moneris Go portal-referenced Purchase or Completion 
transaction for a full or partial amount. The funds of the original Purchase or Completion transaction are 
fully/partially restored to the cardholder's card.8  
 

1. Log into the Moneris Go portal, and access the store from which you want to perform this transaction  
(see Logging into the Moneris Go portal on page 19).9 

Note: If you need to identify the store through which the original transaction was processed (i.e., you have 
multiple stores linked to your account), view/print the receipt and refer to the store name on the receipt (see 
Receipts on page 61). This name correlates with the tile label of the Moneris Go portal store that you must 
access in order to do the Refund. (If you need to move to a different store, see Using My Stores on page 23.) 

 

2. On the sidebar menu (shown here), click on the Reports  icon.   

 Note: To toggle the menu view, click on the expand  tab / minimize  tab. 

 

 

 
 

3. When the "Transactions" page displays (shown below), locate the Purchase or Completion that you want to 
refund, and click on it. 

Note:  The "Order ID" is unique to each transaction. If the desired transaction is not listed, you can do a 
general search by entering a full or partial order ID or amount in the search field. Otherwise, you can use 
filters to refine the search by date, transaction type, card type, and user (see Financial transactions report on 
page 48).  

 

 

 

 

 

 

 

 

 
8 Transactions originally processed with an Interac card cannot be refunded from the Moneris Go portal. 
9 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84).   
 

   EXPANDED     MINIMIZED 
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4. When the "Transaction details" page displays (shown below), review the payment details to ensure this is 
the transaction that you want to refund. 

 

      

 

 

 

 

For descriptions of "Payment 
details" line items, see 
Payment details descriptions 
(page 51).                                                             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

5. Click on the Actions drop-down (shown in step 4), and click on Refund. 

6. When the "Confirm" dialog displays (shown below), leave the displayed amount unchanged or enter a new 
amount in the field, and click on the dialog's Confirm button. 

 

7. When the "Refund approved" response displays (shown below), click on the Close button to close the dialog. 

 

     "ACTIONS" DROP-DOWN 

The "Transaction events" area 
displays if the transaction 
(debit/credit) was initiated 
through a Moneris Checkout 
integration.  Transaction data and 
responses are logged in 
chronological order.   
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8. Print or send (email/text) a transaction receipt:  

a. Click on the Actions drop-down (shown in step 4), and click on View receipt. 

b. Continue in Sending/printing a transaction receipt (page 62). 
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Independent Refund with credit card: manual entry 
The steps below describe how to do an independent Refund of goods and services by entering card data in 
Moneris Go portal payment fields.  The independent Refund fully or partially reverses (refunds) an unreferenced 
credit card10 sale and restores funds to a cardholder's credit card. 

Note: The independent Refund is disabled by default but can be enabled (temporarily or for a longer period) for 
your store upon request. If you want to perform independent Refunds through your store, please contact us.  

1. Log into the Moneris Go portal, and access the store through which you want to perform this transaction  
(see Logging into the Moneris Go portal on page 19).11 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 
  

2. On the sidebar menu (shown here), click on the Payment  icon.   

 Note: To toggle the menu view, click on the expand  tab / the minimize  tab. 
 

 

     

 
 
 

3. When the "Payment" window displays (shown here), do the following:  

a. Click on the Credit button. 

b. In the "Transaction type" drop-down, select Refund. 

c. In the "Amount" field, enter the refund dollar amount ($0.00).  

4. Enter the credit card data: 

a. In the Credit Card Number field, enter the credit card's 16-digit PAN (personal 
account number). 

b. In the Expiry date field, enter the credit card's expiry date (mm/yy). 

c. In the Security code field, enter the credit card's 3- or 4-digit card verification 
value. 

5. If the "Billing address" fields display (Street number, Street name, City, Province, 
and Postal code), enter the cardholder billing address data. 

Note:  To configure billing address fields, see Payment fields (page 92).  
 

 
10 Some card brands support debit card manual entry for this transaction. 
11 Your user account's current default display language determines the language format of the transaction receipt (once the receipt is generated, its 
language format cannot be altered). If you want to change your default display language before starting this transaction, see "My account" settings (page 
84). 

   EXPANDED     MINIMIZED 



 

Moneris® Go portal Reference Guide 44 

6. If the custom identifier field displays, enter the requested data. 

Note: To configure a custom identifier, see Payment fields (page 92). 

7. Click on the Submit button to send the transaction for processing. 

 

 

8. When the "Payment" window displays the "approved" or "declined" response 
(shown here), the transaction is complete.  Do one of the following: 

To view, print, or send (email/text) the transaction receipt: 

a. Click on the View receipt button. 

b. Continue in Sending/printing a transaction receipt (page 62). 
 

To initiate a new Purchase, Preauthorization, or independent Refund:  

a. Click on the Start New Payment button. 
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Reporting & receipts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reporting  
& receipts 
 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to 
know to generate financial transaction reports and 
access receipts from your Moneris Go portal store, 
including reporting and receipt data from any 
terminal(s) that are synched to your store.  
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The dashboard 
The "Dashboard" page (shown below) provides an at-a-glance graphical and numeric summary of your store's 
financial transactions, including net totals for the date range that you specify in the calendar (the default date 
range is "Current week").  Transaction data originate from all Moneris Go terminals that are synched to your 
store. 

Note: The "Dashboard" is the first page that displays when you have successfully accessed your Moneris Go 
portal store.  For a list of Moneris Go portal features and functions that you may now use, see List of Moneris Go 
portal features and functions (page 15).   

▪ To change the dashboard reporting period, see Changing your dashboard's report period (page 47). 

 

 

Returning to your store's dashboard 
The steps below describe how to return to your store's "Dashboard" page. 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  

1. On the sidebar menu (shown here), click on the Dashboard  icon.  

Note: To toggle the menu view, click on the expand  tab / the minimize  tab.  
 

Tabs area displays totals by transaction type: 

▪ Sales: # of Purchases and Completions; with $ total. 

▪ Pre-auth: # of Preauthorizations; with $ total. 

▪ Returns: # of Refunds and Voids; with $ total. 

▪ Reloads: # of gift card Activations/Reloads; with $ total. 

▪ Total: # of "Sales" and "Returns"; with $ net total. 
 

"Transactions" area displays line graph charting sales and 
returns totals (see "Sales" and "Returns" definitions above). 

 

 
 

 

 

 
 

"Approval by card brand" area shows bar chart of approved 
and declined totals by card brand. 
 

"Transaction by payment type" area displays pie chart of 
transaction percentages by card brand. 

 

 

 

   EXPANDED     MINIMIZED 
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Changing your dashboard's report period 
Follow the steps below to select a new date range for your Moneris Go portal store's dashboard report. 

1. Go to your store's "Dashboard" page (see The dashboard on page 46).  

2. On the "Dashboard" page, click on the calendar icon (shown below). 

                                       

3. When the date range drop-down displays (shown below), select a pre-defined date range, or customize your 
own date range: 

 

To select a pre-defined date range: 

a. In the date range drop-down (shown above), click on the desired date range (Today, Yesterday, This 
week, Last  week, This month, Last month, This quarter, or Last quarter). 

b.  Wait while the dashboard request is processed. 
 

To customize a date range of your own: 

a.  In the date range drop-down (shown above), click on Custom range. 

b. When the calendar displays (shown below), click on a start date to highlight it. 

Note: To change the month, click on the back  icon or the next  icon. 

 

c. Click on an end date to highlight it. 

d. Click on the calendar's Apply button. 

e. Wait while the dashboard request is processed. 

               CALENDAR ICON 

  DATE RANGE DROP-DOWN 

  CALENDAR 
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Financial transactions report 
The steps below describe how to generate a detailed report about financial transactions performed through 
your Moneris Go portal store, including transactions performed on any Moneris Go terminal that is synched to 
the store.  You can set filters to narrow/widen the report scope and export the report to a spreadsheet file or 
CSV text file.  

1. Log into the Moneris Go portal, and access the store for which you want to generate this report (see Logging 
into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

2. On the sidebar menu (shown here), click on the Reports  icon. 

 Note: To toggle the view, click on the menu expand  tab / minimize  tab. 

 
 
 
 
 
 
 
 
 
 

3. When the "Transactions" page displays the report (shown below), it will feature a numerical summary of 
totals by transaction type and list any transaction processed within the default search period (i.e., the 
current week): 

 

    

 

Tabs area displays totals by transaction type (for 
data descriptions, see The dashboard, page 46). 
 

 

 

Report line items include "AMOUNT", "TIP", "TYPE" 
(transaction), "STATUS" (host response), "ORDER 
ID" (unique to each transaction), a customizable ID 
(if enabled), and "DATE". 
 
 
 
 
 
 
 

▪ To view the payment details or the receipt of a retrieved transaction record, continue at step 3 in 
Transaction details (page 49). 

Note: The "Transaction details" page displays information that will help you to identify the device used 
to perform a transaction.  You can also void, refund, or complete an applicable transaction. 

▪ To change the search parameters and narrow/widen the scope of the report, see Changing the search 
filters for your financial transactions report (page 53). 

▪ To export the report to a spreadsheet format or text file (comma separated values), see Exporting a 
financial transactions report (page 60).  

   EXPANDED     MINIMIZED 
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Transaction details 
Each approved/declined transaction has a "Transaction details" page, which lists all of the transaction's 
attributes, including order ID, time, date, and amount. You can view, print, or send (email/text) the transaction 
receipt, or you can initiate a follow-on Void, Refund, or Completion.   

The steps below describe how to access the "Transaction details" page. 
 

1. Log into the Moneris Go portal, and access the store through which you want to perform this action 
(see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  
 

2. Initiate a financial transactions report, and retrieve the desired transaction record (see Financial 
transactions report on page 48). 
 

3. Click on the retrieved transaction record to display its "Transaction details" page (shown below).  

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

                                                                                                                                                                                                                                                                                                                                                                                       

▪ For line item descriptions, see Payment 
details descriptions (page 51).  

 
 
 
 
 
 
 
 
 
 
 
 

 

"ACTIONS" DROP-DOWN 

The "Transaction history" area chronologically lists 
any associated follow-on transactions (Void, Refund, 
and Completion), which are linked to the original 
transaction via the order ID. You can click on a 
transaction card listing to open its "Transaction 
details" page. 
 

The "Payment details" area displays the line items 
"Amount", "Surcharge", "Transaction status", "Card 
type", "Transaction type", "Time", "Auth #", "Host 
reference #", "AVS", "Cashback", "Tip", "Card 
number", "Entry method", "Date", "Order ID", 
"Terminal ID", "< Custom ID >", "CVD", "Clerk", and 
"ECI".   

 "BACK" ICON 

The "Transaction events" area displays if the 
transaction (debit/credit) was initiated through a 
Moneris Checkout integration.  Transaction data 
and responses are logged in chronological order.   
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4. From the "Transaction details" page, you can do any of the following: 
 

View, print, or send (email/text) the transaction receipt:  

a. Click on the Actions drop-down (shown on previous page), and then click on View receipt. 

b. Continue in Sending/printing a transaction receipt (page 62). 
 

 

Initiate a follow-on transaction: 

▪ To do a Void, continue at step 4 in Void: manual entry (page 38). 
▪ To do a Refund, continue at step 4 in Refund: manual entry (page 41). 
▪ To do a Completion, continue at step 4 in Completion with credit card: manual entry (page 35). 

 
 

Return to your financial transactions report:  

a. Click on the back < icon (shown on the previous page). 
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Payment details descriptions 

The payment details shown below are displayed on the "Transaction details" page of any approved/declined 
financial transaction. (To view the payment details of a transaction, see Transaction details on page 49.) 

 

 

 

This table describes the labelled "Payment details" image shown above.  

Label Line item Description 

A Amount Total transaction amount, including any tip, cashback, and/or surcharge.  

B Surcharge Configurable surcharge amount (see Moneris Go terminal: general settings on page 117). 

C Transaction status Card issuer response (e.g., "Approved" or "Declined"). 

D Card type Card brand (type) used for transaction.  

E Transaction type Transaction type (Purchase, Preauthorization, Refund, Void, or Completion). 

F Time Time (hh:mm:ss am/pm) of the transaction.  

G Auth # Authorization number. 

H Host reference # Host reference number. 

I AVS Address verification service response:  Generated when the card issuer receives the street number, 
street name, and postal code data submitted in the transaction and compares them with the 
corresponding data that appear on the cardholder's statement.  

J Clerk Username of the user who performed the transaction.  The username appears as "checkout" if the 
transaction was initiated through a Moneris Checkout integration. 

K Cashback Cashback amount (see Moneris Go terminal: cashback settings on page 125).  

L Tip Tip amount (see Moneris Go terminal: tip settings on page 128).  

M Card number Masked card number of the card used for the transaction. 
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Label Line item Description 

N Entry method Card entry method used for the transaction. 

O Date Date (Month dd, yyyy) of the transaction.  

P Order ID Unique transaction identifier (also referred to as "Order NO").  

Q Terminal ID 8-digit device identifier: If the prefix starts with "66" (e.g., 66012345), it indicates the transaction was 
processed through the Moneris Go portal (virtual terminal, payment request, checkout, or API).   
If the prefix starts with "A1" or "A2" it indicates the transaction was processed on a synched Moneris Go 
terminal.  

R < Custom ID > Customizable transaction identifier (see Payment fields on page 92). 

S CVD Card verification digits (also known as card verification value) response:  Generated when the card issuer 
receives the CVD/CVV data submitted in a transaction and compares them with the corresponding digits 
on the cardholder's card. 

T ECI Electronic commerce indicator.  Indicates the level of security that was used to obtain the cardholder's 
payment data. 
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Changing the search filters for your financial transactions report 
You can narrow/widen the scope of a Moneris Go portal financial report by changing one or more of the report 
search filters. 

1. Initiate a Moneris Go portal financial transactions report (see Financial transactions report on page 48).  

2. Select your report search filter(s) as desired (see filter list in the table below): 

Search filter See procedure: 

Amount Retrieving transactions by amount or order ID (page  54)  

Card type Manually selecting filter: 

▪ Retrieving transactions by transaction type, card type, or user: manual 
select (page 57) 

Selecting as part of pre-defined filter set : 

▪ Retrieving transactions by using pre-defined filter set (page 58) 

Date range (customized) Retrieving transactions by custom date range (page 56) 

 

Date range (pre-defined) Retrieving transactions by pre-defined date range (page 55) 

Order ID Retrieving transactions by amount or order ID (page  54) 

 

Transaction type Manually selecting filter: 

▪ Retrieving transactions by transaction type, card type, or user: manual 
select (page 57) 

Selecting as part of pre-defined filter set : 

▪ Retrieving transactions by using pre-defined filter set (page 58) 

User Manually selecting filter: 

▪ Retrieving transactions by transaction type, card type, or user: manual 
select (page 57) 

Selecting as part of pre-defined filter set : 

▪ Retrieving transactions by using pre-defined filter set (page 58) 
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Retrieving transactions by amount or order ID 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by entering a 
transaction amount or order ID as the search criterion.   

1. Initiate a financial transactions report (see Financial transactions report on page 48).  
 

2. On the "Transactions" page, go to the search bar, and enter a full or partial amount or order ID in the Search 
by amount or order ID field (shown below). 

        
 

3. If you need to change the date range:  

▪ For pre-defined date, continue at step 2 in Retrieving transactions by pre-defined date range (page 55). 
▪ For custom date, continue at step 2 in  Retrieving transactions by custom date range (page 56).  

 

4. Click on the search  icon in the search bar. 
 

5. Wait while the report request is processed. 

Note:  To use a different search filter, see Changing the search filters for your financial transactions report 
(page 53).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

"SEARCH BY AMOUNT OR ORDER ID" FIELD 
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Retrieving transactions by pre-defined date range 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by selecting 
a pre-defined report date range such as today, yesterday, week, or quarter. 

1. Initiate a financial transactions report (see Financial transactions report on page 48).  

2. On the "Transactions" page, go to the search bar, and click on the calendar icon (shown below). 

                                                           
 

3. In the date range drop-down (shown below), click on a date range (Today, Yesterday, This week, Last  week, 
This month, Last month, This quarter, or Last quarter). 

 

4.  Wait while the report request is processed. 

Note:  To use a different search filter, see Changing the search filters for your financial transactions report 
(page 53). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  DATE RANGE DROP-DOWN 

         CALENDAR ICON 
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Retrieving transactions by custom date range 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by selecting 
your own report date range. 

1. Initiate a financial transactions report (see Financial transactions report on page 48).  

2. On the "Transactions" page, go to the search bar, and click on the calendar icon (shown below). 

                                                         
 

3. In the date range drop-down (shown below), click on Custom range. 

 
 

4. When the calendar displays (shown below), click on a start date to highlight it. 

Note: To change the month, click on the back  icon or the next  icon. 

 
 

5. Click on an end date to highlight it. 

6. Click on the calendar's Apply button. 

7. Wait while the report request is processed. 

Note:  To use a different search filter, see Changing the search filters for your financial transactions report 
(page 53).  
 

 

 

 

 
 

  DATE RANGE DROP-DOWN 

         CALENDAR ICON 

  CALENDAR 
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Retrieving transactions by transaction type, card type, or user: manual select 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by manually 
selecting one or more search filters including transaction type, card type, and/or user. 

Note: To use a pre-defined filter set, see Retrieving transactions by using pre-defined filter set (page 58). 

1. Initiate a financial transactions report (see Financial transactions report on page 48). 

2.  On the "Transactions" page, go to the search bar, and click on the Filter  icon (shown below). 

                 
 

3. When the "Filter transactions" window displays (shown here), manually select 
one or more search filters: 

Note: To clear all selected filters, click on Clear. To clear an individual filter, 
click on the "X" beside the filter that you want to disable. 

To search by transaction type: 

a. Click on the "Transaction type" drop-down, and select a specific transaction 
type (Purchase, Refund, Void, Preauthorization, Completion, and 
Reauthorization).  

To search by card type: 

a. Click on the "Card type" drop-down, select a specific payment method (e.g. 
Visa, Mastercard, etc.). 

To search by user account: 

a. Click on the "User" drop-down, and select a specific user (Firstname 
Lastname). 
 

4. Click on the Apply filter button, and wait while the report request is processed. 

Note:  To use a different search filter, see Changing the search filters for your financial transactions report 
(page 53). 

 

 

 

 

 

 

 

 

 

 

 "FILTER" ICON 
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Retrieving transactions by using pre-defined filter set 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by selecting 
a pre-defined search filter set, which can include any combination of the filters transaction type, card type, 
and/or user. 

Note: To define a new filter set, see Defining a new search filter set (page 59). 

1. Initiate a financial transactions report (see Financial transactions report on page 48). 

2. On the "Transactions" page, go to the search bar, and click on the Filter  icon (shown below). 

                 
 

3. When the "Filter transactions" window displays (shown here), click on the "Select a saved filter" drop-down, 
and select a (pre-defined) filter group. 

Note: To clear all selected filters, click on Clear. To clear an individual filter, click on the "X" beside the filter 
that you want to disable. 

 

4. Click on the Apply filter button, and wait while the report request is processed. 

Note:  To use a different search filter, see Changing the search filters for your financial transactions report 
(page 53). 

 

 

 

 

 

 

 "FILTER" ICON 
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Defining a new search filter set 
Follow the steps below to generate a financial transactions report for your Moneris Go portal store by defining 
and saving a new search filter set, which can include any combination of the filters transaction type, card type, 
and/or user. 

1. Initiate a financial transactions report (see Financial transactions report on page 48). 

2. On the "Transactions" page, go to the search bar, and click on the Filter  icon (shown below). 

                 
 

3. When the "Filter transactions" window displays (shown below), click on the drop-down for the filter type 
that you want to add to the group set.   

Note: To clear all selected filters, click on Clear. To clear an individual filter, click on the "X" beside the filter 
that you want to disable. 

 

4. Click on the Save and apply button (shown above) to display the "Select" field (shown below). 

 

5. Click on the "Select" field, enter the name to apply to the new filter set, and click on +Create filter (shown 
below). 

 

6. Wait while the report request is processed. 

 "FILTER" ICON 
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Exporting a financial transactions report 
Follow the steps below to export your Moneris Go portal financial transactions report to a spreadsheet file 
(Excel or open document format) or to a text file (comma separated values format). 

1. Initiate a financial transactions report (see Financial transactions report on page 48). 

2. On the "Transactions" page, go to the search bar, and click on the Export data  icon (shown below).  

 

3. Select the export format (ODS, CSV, or EXCEL), and download the file. 

4. The operation is complete. 

 

 

 "EXPORT DATA" ICON 
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Receipts 
A transaction receipt (shown below) is generated for every approved/declined transaction that is processed 
through your Moneris Go portal store, including any transaction that was performed on a Moneris Go terminal 
that is synched to your store.   

Note: You can view, print, or send (email/text) a receipt from the portal at any time by accessing the 
"Transaction details" of the transaction (see Transaction details on page 49).  

 

Debit/credit card Cash 

 

 
 

 

 
 

 

For receipt line item descriptions, see Receipt 
example: debit/credit (page 63). 

For receipt line item descriptions, see Receipt 
example: cash (page 64). 
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Sending/printing a transaction receipt 
When the transaction receipt image is displayed in the "Receipt" window (shown below), you can opt to print, 
email, or text the receipt. 

Note: You can always access the receipt image from the "Transaction details" page (see page 49). If you have 
just submitted a Purchase, Preauthorization, or an independent refund through the portal's "Payment" window, 
the receipt image displays in the window until you close it.  

For descriptions of receipt line items, see pages 63 to 64.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

To print the transaction receipt: 

While the receipt image is displayed in the "Receipt" window (shown above), do the following: 

a. Click on the Print button to send the receipt image to your device printer.  

b. Follow the print procedures for your device operating system to complete the print job. 
 

To email/text the transaction receipt: 

While the receipt image is displayed in the "Receipt" window (shown above), do the 
following: 

a. Click on the Send button. 

b. When the "Receipt" window refreshes, fill in the send fields (shown here):  

▪ To email the receipt, enter the recipient email address in the Email field, and 
click on the "Email receipt" Send button. 

▪ To text the receipt, enter the recipient's mobile phone number in the  
Phone number field, and click on the "Text receipt" Send button. 

c. When the "successfully sent" response displays, the operation is complete. 

                      DEBIT/CREDIT CARD                                    CASH                                             
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Receipt example: debit/credit 
The labelled receipt image shown below is a generic example of a Moneris Go portal debit/credit transaction 
receipt.  

Note: To view, print, or send (email/text) a transaction receipt from the Moneris Go portal, access the 
"Transaction details" (see Transaction details on page 49). 

 
 

 

 

 
 
 

 

 

Label Line item Description 

A 

< Store name > 
< ADDRESS LINE # 1 > 

< ADDRESS LINE # 2 > 

Store name (same as the store tile label on your "Stores" page) and address. 

Note:  The store name can be used to identify the Moneris Go portal store to which a Moneris 
Go terminal is synched. 

B < Header text >  Customizable message in the header (see Moneris Go terminal: receipt settings on page 120). 

C TYPE Transaction type. 

D ACCT Card brand (type) used for transaction. 

E AMOUNT Transaction amount, not including any tip, cashback, and surcharge. 

F TIP Tip amount (see Moneris Go terminal: tip settings on page 128). 

G CASHBACK Cashback amount (see Moneris Go terminal: cashback settings on page 125).  

H SURCHARGE Surcharge amount (see Moneris Go terminal: general settings on page 117). 

I TOTAL Total transaction amount, including any tip, cashback, and surcharge. 

J CARD NUMBER Masked card number. 

K DATE/TIME Date (Month dd, yyyy)/time (hh:mm:ss am/pm) of the transaction. 

L ORDER NO Unique transaction identifier (also referred to as "Order ID"). 

M < Custom ID > Customizable transaction identifier (see Payment fields on page 92). 

N < Footer text > Customizable message in the footer (see Moneris Go terminal: receipt settings on page 120). 

The table below describes line items in the labelled receipt image above. 
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Receipt example: cash 
The labelled receipt image (shown below) is a generic example of a Moneris Go portal cash transaction receipt.  

Note: To view, print, or send (email/text) a transaction receipt from the Moneris Go portal, access the 
"Transaction details" (see Transaction details on page 49). 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Label Line item Description 

A 

< Store name > 
< ADDRESS LINE # 1 > 

< ADDRESS LINE # 2 > 

Store name (same as the store tile label on your "Stores" page) and address. 

Note:  The store name can be used to identify the Moneris Go portal store to which a 
Moneris Go terminal is synched. 

B < Header text >  
Customizable message in the header (see Moneris Go terminal: receipt settings on page 
120). 

C TYPE Transaction type. 

D DATE/TIME Date (Month dd, yyyy)/time (hh:mm:ss am/pm) of the transaction. 

E ORDER NO Unique transaction identifier (also referred to as "Order ID"). 

F AMOUNT Transaction amount not including tip. 

G TIP Tip amount (see Moneris Go terminal: tip settings on page 128). 

H TOTAL Total transaction amount, including any tip. 

I < Footer text > Customizable message in the footer (see Moneris Go terminal: receipt settings on page 120). 
 

The table below describes line items in the labelled receipt image above. 
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Payment requests 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Payment requests 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to 
know to create and manage your payment requests 
from your Moneris Go portal store.  
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Creating a payment request 
The steps below describe how to create a new credit card payment request through your Moneris Go portal 
store.     

1. Log into the Moneris Go portal, and access the store through which you want to perform this action  
(see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  
 

2. On the sidebar menu (shown below), click on the Payment requests  icon > Create. 

Note:  To toggle the view, click on the menu expand  tab / minimize  tab. 

You can also initiate a payment request from your payment requests report (see Payment requests report on 
page 75).   

   

 

 

 

 

 

 

 

3. When the "Create payment request" page displays (shown below), continue to the next step.  

 

       EXPANDED             MINIMIZED 
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4. Click on the "Payment request due date"  icon, and select a payment request due date from the calendar 
drop-down (shown below).  

To select a preset due date: 

Note: The default due date is "Net 7" (i.e., seven days from date of this 
payment request's creation). 

a. In the calendar drop-down, click on Due on receipt (payment is due the day 
on which the payment request is created), Net 7, Net 15, Net 30, Net 45,  
Net 60, End of month, or End of next month.  

To select a custom date: 

a. Click on the Custom date button.  

b. Click on a specific calendar date to highlight it, and then click on the Apply button. 
 

5. Fill in the mandatory payment fields:  

a. In the Customer email field, enter the customer's email address (the payment request will be sent to 
this address).  

b. In the Product description field, enter a description of the product/service for which you are sending the 
payment request. 

c. In the Price field, enter the payment request amount ($0.00). 
 

6. Fill in the other payment fields as required: 

a. In the Notes field, optionally enter supplementary information about the payment request. 

Note: The information that you enter in the "Notes" field will not be seen by your customer. 

b. If the custom identifier field displays, optionally enter the requested data. 

Note: To configure the custom identifier field, see Payment fields (page 92). 
 

7. You have the following options with respect to this payment request: 

To send the payment request to the customer now: 

a. Continue in Sending a payment request (page 68). 
 

To save the payment request as a draft without sending it:  

a. Continue in Saving a payment request as a draft (page 71). 
 

To delete the payment request: 

a. Click on any other menu item on the sidebar, or click on your Web browser's back button to return to a 
previous page. 

Note:  The deleted payment request will not be logged in any Moneris Go portal store report. 
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Send and save options 

Sending a payment request 
Once you finalize the details of a new or "draft" payment request (i.e., you filled in the mandatory payment 
fields), you can proceed to send the payment request to your customer for payment by following the steps 
below.12 

Note: To start a new payment request, see Creating a payment request (page 66).  To reopen a draft payment 
request, see Payment request details (page 77). 
 

1. While the payment request is open on your screen (shown below), do the following: 
 

 

                                  

a. Click on the payment request's Send button. 

b. When the "Payment request sent successfully" response displays, the operation is complete. 

Note: When your screen transitions to the "Payment requests" page, the payment request that you just 
sent will have a status indicating "Sent" or "Pending". (For status definitions, see Payment request status 
indicators defined on page 76.) 
 

2. You have the following options with respect to this payment request: 
 

Wait for the customer to make the payment: 

a. See Making a payment (page 80). 
 
 

Resend the payment request to the customer:  

a. See Resending a payment request (see page 69). 
 
 

Cancel the payment request: 

a. See Cancelling a payment request (page 74). 

 
12 Your user account's current default display language determines the language format of the payment request your customer receives. If you want to 
change your default display language before sending this payment request, see "My account" settings (page 84). 

                                                   NEW                                                                                                      DRAFT  
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Resending a payment request 
If you reopen a payment request that is in "Overdue", "Sent", or "Pending" status, you can opt to resend the 
same payment request to the customer although you cannot alter any of payment request details.   The steps 
below describe how to resend an overdue/sent/pending payment request.13   

1. Initiate a payment requests report, and retrieve the record of the payment request that you want to resend  
(see Payment requests report on page 75). 

2.  Once you retrieve the desired record, click on it to view its "Payment request details" page (shown below): 
 
 
 
 
 
                                                                                                                                                             

                   
 
 
 
 

 

 
                                        

a. Click on the payment request's Resend button. 

b. When the "Payment request sent successfully" response displays, the operation is complete. 

Note: Your screen will transition back to the "Payment requests" page. The status of the newly re-sent 
payment request should indicate "Overdue" or "Sent".  However, it may indicate "Pending".   
(For status definitions, see Payment request status indicators defined on page 76.) 
 

3. You now have the following options with respect to this payment request: 
 

 
13 Your user account's current default display language determines the language format of the payment request your customer receives. If you want to 
change your default display language before resending this payment request, see "My account" settings (page 84). 
 

                          OVERDUE  

                                                   PENDING                                                                                                           SENT  
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Wait for the customer to make the payment: 

a. See Making a payment (page 80). 
 

Resend the payment request to the customer:  

a. See Resending a payment request (see page 69). 
 

Cancel the payment request: 

a. See Cancelling a payment request (page 74). 
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Saving a payment request as a draft 
If you are working on a new or draft payment request but you are not ready to send the payment request to a 
customer (e.g., because you have not finalized the payment request details), you can proceed to save/re-save 
the payment request as a draft by following the steps below.     

Note: The steps for creating a new payment request are described in Creating a payment request (page 66).  
The steps to reopen a draft payment request are described in Payment request details (page 77). 
 

1. While the payment request is open on your screen (shown below), do the following:  
 
 
 
 
 
                                                                                                                                                             

                             
                                                                      
                                                                                                                      

a. Click on the drop-down  button (shown above). 
 

b. When the drop-down displays (shown below), click on Save as draft. 
       

 
 

                                                                     
 

2. When the "Payment request saved as draft successfully" response displays, the operation is complete. 

Note: When your screen transitions to the "Payment requests" page, the status of this payment request 
will indicate "Draft" (see Payment requests report on page 75). 
 
 

 

 

                                                        NEW                                                                                                  DRAFT  

   DROP-DOWN BUTTON                          
OVERDUE                                                                                              
SENT 
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Deleting a payment request 
If you discard (delete) a "draft" payment request, all record of it is also deleted from your Moneris Go portal 
store's logs.  The steps below describe how to delete a draft payment request that was created through your 
Moneris Go portal store.  

Note: If you want to rescind a payment request that has already been sent to a customer, see Cancelling a 
payment request (page 74). 
 

1. Initiate a payment requests report, and retrieve the record of the "draft" payment request that you want to 
delete (see Payment requests report on page 75). 
 

2. Once the desired payment request record is retrieved (shown below), you have two deletion options: 

 

 
Delete the payment request now: 

a. Click on the payment request record's Delete icon (shown above). 

b. When the "Delete payment request" dialog displays (shown below), click on the Yes button. 

 

c. When the "Payment request successfully deleted" response displays, the operation is complete. 

 

 
View the payment details first, and then delete the payment request: 

a. Click on the payment request record to view its "Payment request details" (shown below). 

 

b. Click on the payment request's Delete button. 

 

   "DELETE" ICON                                                                                                                       
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c. When the "Delete payment request" dialog displays (shown below), click on the Yes button. 

 
 

d. When the "Payment request successfully deleted" response displays, the operation is complete. 
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Cancelling a payment request 
You can rescind (cancel) a payment request that has the status "Sent", "Overdue" or "Pending" (i.e., the 
customer has not yet made the payment).  When you cancel a payment request, it permanently deactivates the 
payment request link that your customer received (or will receive) in their payment request email, thereby 
preventing the possibility of payment. The steps below describe how to cancel a payment request that was sent 
through your Moneris Go portal store.   

1. Initiate a payment requests report, and retrieve the record of the payment request that you want to cancel  
(see Payment requests report on page 75). 

2. Once you retrieve the desired record, click on it to view its "Payment request details" page (shown below). 
 
 
 
 
 
                                                                                                                                                             

                   
 
 
 
 

 

 

3. Click on the payment request's Cancel button. 

 

4. When the "Cancel payment request" dialog displays (shown below), click on the Yes button. 
 

 

5. When the "Payment request successfully cancelled" response displays, the operation is complete. 

                          OVERDUE  

                                                   PENDING                                                                                                           SENT  

Note: When your screen transitions to the "Payment requests" page, the status of this payment request will 
indicate "Cancelled". 
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Payment requests report 
The payment requests report lists the payment requests that were processed through your Moneris Go portal 
store.  Report data include status, creation date, payment request ID, customer email, and total amount.  From 
this report, you may view/edit the details of a payment request, or start a new payment request. The steps 
below describe how to initiate a payment requests report. 

1. Log into the Moneris Go portal, and access the store through which you want to perform this action  
(see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23).  
 

2. On the sidebar menu (shown here), click on Payment requests  icon > View. 

Note: To toggle the menu view, click on the expand  tab / minimize  tab. 
 
 
 

 

3. When the "Payment requests" page (shown below) displays, it lists your store's payment requests. 

 
 

 

 

Status indicators include "Draft",  
"Pending", "Sent", "Overdue", 
"Cancelled", and "Paid".  

(For status definitions, see Payment 
request status indicators defined on 
page 76.) 

 

 

 
 

4. From this report, you can do any of the following: 

▪ To narrow the report scope, enter a full payment request ID or a full/partial customer email in the 
Search by payment request ID or customer's email field.  

Note: To clear a search filter, click on the x when it appears in the right corner of the search field. 
 

▪ To view the details of a specific payment request record, see Payment request details (page 77). 
 

▪ To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and 
select a number (5, 10, 15, 20, 25, or 50). 

 

▪ To start a new payment request, click on the Create payment request button (continue at step 3 in 
Creating a payment request on page 66). 

   EXPANDED    MINIMIZED 
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Payment request status indicators defined 
Any payment request that you process through your Moneris Go portal store is appended with a status indicator 
that describes the current state of the payment request.   

The payment request status indicator is listed beside every payment request that is logged in your payment 
requests report (see Payment requests report on page 75) and displays on the "Payment request details" page 
of each payment request (see Payment request details on page 77).  

The status indicators are described in the table below.    
 

Status indicator Description 

Cancelled The payment request was sent to the customer but subsequently cancelled prior to payment 
(see Cancelling a payment request on page 74).   

 

Draft The payment request is saved but has not yet been sent to a customer.  The payment 
request can be reopened to be edited, saved/sent, or deleted (see Payment request details 
on page 77). 

Note:  A draft can be saved indefinitely until you opt to send it or delete it. 

 

Overdue The payment request was sent and emailed to the customer, but the due date elapsed, and 
the customer has not made their payment.  The payment request will remain in this state 
indefinitely until either the customer makes the payment (see Making a payment on page 80) 
or you cancel the payment request first (see Cancelling a payment request  on page 74). 

Note:  You can also resend an overdue payment request (see Resending a payment request on 
page 69). 

 

Pending The payment request was sent but the Moneris Go portal server has not yet emailed the 
payment request to the customer.  

Note:   This status will change once the server retries and successfully emails the payment 
request.  In the interim, you can opt to manually initiate a resend (see Resending a payment 
request on page 69).    

Paid The customer made their payment (see Payment request details on page 77).  

 

Sent The payment request was sent, the Moneris Go portal server was able to successfully email 
the payment request to the customer, and payment is pending before the due date.  

Note:   You can allow the customer to make their payment (see Making a payment on page 
80), you can cancel the request to prevent the customer from making the payment (see 
Cancelling a payment request on page 74), or you can resend the payment request (see 
Resending a payment request on page 69). 
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Payment request details 
You can display the payment request details of any payment request that is logged in your Moneris Go portal 
store's payment requests report. Payment details include status ("Draft", "Sent", "Pending", "Overdue", "Paid", 
or "Cancelled") customer email, due date, product description, price/total, and a note if appended.  You may 
also cancel, resend, or delete a payment request and view a payment receipt as described below. 

1. Initiate a payment requests report, and retrieve the desired payment request record (see Payment requests 
report on page 75). 

2. When you retrieve the desired record, click on it to view its "Payment request details" page (shown below). 
 

 

                                                                                               
                                                                                     

                                                                                   

 

 

 

 

 

 

 

 

 

                                                                                

 

 

 

                   To send, see Sending a payment request (page 68).                                                  To resend, see Resending a payment request (page 69). 
                   To delete, see Deleting a payment request (page 72).                                              To cancel, see Cancelling a payment request (page 74).                                                                                           
                

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 
 

 

                 To resend, see Resending a payment request (page 69). 
                 To cancel, see Cancelling a payment request (page 74).   

 

 

 
 

 

 

 

 

 

 

Click on the "Purchase" tab to view the "Payment details" information.   
 
 

To view/send a receipt to the customer and/or perform a follow-on Refund 
or Void, see Cross-referencing a payment with a Purchase record (page 79).   

 
 
 

For line-item descriptions of "Payment details", see Payment details 
descriptions (page 78). 

 

  DRAFT           SENT (or PENDING) 

  CANCELLED 

    OVERDUE  PAID 

 3.    To return to your payment requests report, click on the back < icon (appears before the page heading). 
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Payment details descriptions 

The line items shown below are displayed on the "Payment request details" page of a "Paid" payment request 
(see Payment request details on page 77). 

 
The table below describes line items in the labelled image above. 

Label Line item Description 

A Amount Total transaction amount. 

B Card type Card type (brand) used for the transaction. 

C Time Time (hh:mm AM/PM) of the transaction. 

D Host reference # Moneris host reference number. 

E Clerk Username (always referenced as "checkout" for payment requests). 

F Tip Tip amount (see Moneris Go terminal: tip settings on page 128). 

Note:     Tip entry is not supported for payment requests. 

G Entry method Card entry method (i.e., "Manual entry"). 

H Order ID Unique transaction identifier (also referred to as "Order NO"). 

I < Custom ID > Customizable transaction identifier (see Payment fields on page 92).  

J ECI Electronic commerce indicator: Indicates the level of security that was used to obtain the 
cardholder's payment data. 

K Transaction status Response from card issuer (e.g., "Approved" or "Declined"). 

L Transaction type Transaction type (i.e., "Purchase"). 

M AVS Address verification service response:  Generated when the card issuer receives the street number, 
street name, and postal code data submitted in the transaction and compares them with the 
corresponding data that appear on the cardholder's statement. 

N Auth # Authorization number. 

O Card number Masked card number of the card used for the transaction. 

P Date Date (Month dd, yyyy) of the transaction. 

Q Terminal ID 8-digit device identifier ("66" prefix indicates the transaction was processed through the Moneris 
Go portal and the checkout).   

R CVD Card verification digits (also known as card verification value) response:  Generated when the card 
issuer receives the CVD/CVV data submitted in a transaction and compares them with the 
corresponding digits on the cardholder's card. 
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Cross-referencing a payment with a Purchase record 
When a customer makes their payment, your Moneris Go portal store's payment requests report indicates the 
payment request is "Paid".  However, the payment is also logged as a credit "Purchase" transaction in your 
store's financial transactions report.   

Note: If you access the Purchase record, you can view additional transaction details, send a transaction receipt 
to the customer, and perform a follow-on Refund or Void transaction if required. 
 

The steps below describe how to cross-reference a "Paid" payment request with a Purchase record: 

1. Initiate a payment requests report, and retrieve the desired "Paid" payment request record (see Payment 
requests report on page 75). 

2. When you retrieve the payment record, click on it to display its "Payment request details" page (shown 
below). 

 

         

3. Go to the "Payment details" area, and copy the "Order ID" (shown above) to your clipboard.  

4. Initiate a financial transactions report, and use the order ID as your search filter to retrieve the Purchase  
(see Financial transactions report on page 48). 

 "ORDER ID": The alphanumeric 
string beginning with "MOGO" 
or "MGO". 
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Customer actions 

Making a payment 
When you send a payment request through your Moneris Go portal store (see Sending a payment request on 
page 68), the recipient customer/cardholder must follow the steps below to make their payment. 

1. When the customer receives the "Payment request - 0000" email in their inbox, they open it. 

2. When the payment request is open on their screen (shown below), the customer clicks on  
the Complete your purchase hyperlink. 

 
 

3. When the "Checkout" page displays (shown below), the customer fills in the following fields: 

Contact information: 

a. In the First Name field, the customer enters their given name. 

b. In the Last Name field, the customer enters their surname. 

c. In the Email field, the customer enters their email address. 

d. In the Phone Number field, the customer enters their contact 
phone number. 
 

Card information: 

a. In the Cardholder Name field, the customer enters the name on 
their credit card. 

b. In the Card Number field, the customer enters their credit card's 
16-digit PAN (personal account number). 

c. In the MMYY field, the customer enters their credit card's due 
date (mm/yy). 

d. In the CVV field, the customer enters their credit card's 3- or 4-
digit card verification number. 
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Billing address: 

a. In the Address Line 1 field, the customer enters their street address. 

b. In the Address Line 2 field, the customer optionally enters additional address information. 

c. In the City field, the customer enters the city. 

d. In the Country drop-down, the customer enters their country. 

e. In the Province drop-down, the customer enters their province/state. 

f. In the Postal code field, the customer enters their postal code. 
 

4. The customer clicks on the Checkout button to submit their payment. 

5. When the transaction is processed, the "Completed payment request Thank you" response displays, but 
note the following: 

About the transaction: 

▪ The transaction is processed as a credit card Purchase.   
 

▪ In your payment requests report, the status of the original payment request will now indicate "Paid"  
(see Payment requests report on page 75).   
 

Viewing/sending a transaction receipt: 

▪ You can opt to send a transaction receipt to the customer.  To do this, you need to retrieve the 
corresponding Purchase transaction so that you can access/view its transaction receipt  
(see Cross-referencing a payment with a Purchase record on page 79). 

 

Unsubscribing from your mailing list: 

▪ The customer can opt to unsubscribe from your mailing list (see Unsubscribing from your mailing list on 
page 82). 
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Unsubscribing from your mailing list 
If the recipient of your payment request does not wish to receive email from your business, they must follow the 
steps below to unsubscribe from your mailing list. 

Note: The recipient (customer) can unsubscribe before or after they make their payment. 

1. When the customer receives the "Payment request - 0000" email in their inbox, they open it. 

2. When the payment request is open on their screen (shown below), the customer clicks on  
the unsubscribe hyperlink. 

 
 

3. When "The merchant has been notified of your request to be removed from their mailing list" response 
displays, the operation is complete. 

Note: We will notify you about the customer's request so that you can take the appropriate action to 
remove them from your mailing list. 
 

4. If the customer still needs to make their payment, they must follow the steps in Making a payment  
(page 80).  
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My account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

My account 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to 
know to manage your own user account preferences.  
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"My account" settings 
The steps below describe how to configure your Moneris Go portal/terminal user account settings, including 
language default, name, and login credentials. 

1. Log into the Moneris Go portal, and access any store (see Logging into the Moneris Go portal on page 19). 

2. Click on your user account tile to display the drop-down (shown below), and then click on My account.  

Note:  This tile displays in the top right area on any page while you are accessing a store. 

 
 

3. When the "My account" page displays (shown below), configure your user account preferences as desired: 

 

Moneris Go portal 

▪ To update your name information, see Changing your name information (page 85).  
▪ To change the default display language, see Changing the default display language (page 86).  
▪ To change your login password, see Changing your Moneris Go portal login password (page 87).  

Moneris Go terminal 

▪ To change your login password, see Changing your Moneris Go terminal login password (page 88).  
▪ To change your login username, see Changing your Moneris Go terminal login username (page 90). 

 USER ACCOUNT TILE 

   DROP-DOWN 
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Changing your name information 
The steps below describe how to update the first name and last name associated with your Moneris Go portal 
user account. 
 

1. Access your user account settings (see "My account" settings on page 84). 
 

2. On the "My account" page, scroll to the "Account" area (shown below).   

Note: To jump directly to the "Account" area, click on Account in the navigation pane (shown below). 

 
 

3. In the First name field, enter your first name. 
 

4. In the Last name field, enter your surname. 
 

5. Click on the Save button. 
 

6. When the "User updated successfully" response displays, the operation is complete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

NAVIGATION PANE 
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Changing the default display language 
The steps below describe how to change the default display language for your Moneris Go portal login session. 
 

1. Access your user account settings (see "My account" settings on page 84). 
 

2. On the "My account" page, scroll to the "Account" area (shown below).  

Note: To jump directly to the "Account" area, click on Account in the navigation pane (shown below). 

 
 

3. Do one of the following: 

▪ To set English as the default display language, click on the English button.  
▪ To select French as the default display language, click on the French button. 

 

4. Click on the Save button. 
 

5. When the "User updated successfully" response displays, the operation is complete. 

 

 

 

 

 

 

 

 

 

 

NAVIGATION PANE 
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Changing your Moneris Go portal login password 
The steps below describe how to change your Moneris Go portal login password. 
 

1. Access your user account settings (see "My account" settings on page 84). 
 

2. On the "My account" page, scroll to the "Portal" area (shown below). 

Note: To jump directly to the "Portal" area, click on Portal in the navigation pane (shown below). 

 
 

3. In the "Portal" area, click on the Reset password > button to display the password fields (shown below). 

 
 

4. In the "Portal" area, do the following: 

a. In the Portal login password field, enter your current Moneris Go portal login password. 
 

b. In the New password field, enter the new login password. 
 

c. In the Confirm password field, re-enter the new login password. 
 

d. Click on the Save password button. 
 

e. When the "User updated successfully" response displays, the operation is complete. 

PASSWORD FIELDS 

NAVIGATION PANE 
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Changing your Moneris Go terminal login password 
The steps below describe how to change your Moneris Go terminal login password.  

Note:   The change applies to any Moneris Go terminal that is synched to the store through which you are 
resetting your terminal login password. 14  
 

1. Access your user account settings (see "My account" settings on page 84). 
 

2. On the "My account" page, scroll to the "Terminal" area (shown below).  

Note: To jump directly to the "Terminal" area, click on Terminal in the navigation pane (shown below).   

 
 

3. In the "Terminal" area, click on the Reset password > button to display the password fields (shown below). 

 
 
 

 
14 If you have multiple stores linked to your user account, you can use the My Stores function to move between your stores (see Using My Stores on page 
23). 

NAVIGATION PANE 

PASSWORD FIELDS 
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4. In the "Terminal" area, do the following: 

a. In the Portal login password field, enter your current Moneris Go portal login password. 
 

b. In the New password field, enter the new login password for your Moneris Go terminal. 
 

c. In the Confirm password field, re-enter the new login password for your Moneris Go terminal. 
 

d. Click on the Save password button. 
 

e. When the "User updated successfully" response displays, the operation is complete. 
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Changing your Moneris Go terminal login username 
The steps below describe how to change your Moneris Go terminal login username.  

Note:   The change applies to any Moneris Go terminal that is synched to the store through which you are 
resetting your terminal login username.15  

1. Access your user account settings (see "My account" settings on page 84). 
 

2. On the "My account" page, scroll to the "Terminal" area (shown below).  

Note: To jump directly to the "Terminal" area, click on Terminal in the navigation pane (shown below).   

 

 

3. In the Username field, enter a new Moneris Go terminal login username. 
 

4. Click on the Save button. 
 

5. When the "User updated successfully" response displays, the operation is complete. 

 
15 If you have multiple stores linked to your user account, you can use the My Stores function to move between your stores (see Using My Stores on page 
23). 

NAVIGATION PANE 
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Store settings 
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Store settings 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

In this section, we go over everything you need to 
know to manage your Moneris Go portal store's 
virtual terminal payment settings and supported 
ecommerce integrations. 
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Payment fields 
The steps below describe how to configure your Moneris Go portal store's virtual terminal payment fields for 
optional/mandatory/no data entry. The payment fields are used to capture data during manually keyed 
Purchases, Preauthorizations, and independent Refunds that are initiated from the Moneris Go portal.  
Configurable payment fields include billing address and postal code (used for address verification) as well as a 
customizable identifier field. 

1. Log into the Moneris Go portal, and access the store for which you want to configure the payment fields 
(see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

2. On the sidebar menu (shown below), click on the Settings  icon > Store. 

Note: To toggle the sidebar menu view, click on the expand  tab / minimize  tab. 
 

 
 

3. When the "Store settings" page displays (shown below), configure the payment settings (Billing address, 
Postal code, Custom ID, and Custom ID label) as desired: 

Note: These settings are not applicable to the checkout fields that are used when a customer enters their 
payment data to make a payment in response to your payment request (see Making a payment 80). 

 
 

   EXPANDED     MINIMIZED 
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Billing address 

Billing address fields include "Street number", "Street name", "City", and "Province".  Billing address entry is 
supported only for credit Purchases, Preauthorizations, and independent Refunds and is used for address 
verification. ǂ  

a. On the "Store settings" page, go to the "Billing address" area, and enable an option by clicking on it: 

▪ Hidden:  Hides/disables all "Billing address" fields. 
▪ Optional: Makes "Billing address" fields visible with optional data entry. 
▪ Mandatory:  Makes "Billing address" fields visible with mandatory data entry. 

b. Click on the Save button. 

c. When the "Payment settings updated" confirmation dialog displays, the operation is complete. 

 

Postal code 

This field is supported only for credit Purchases, Preauthorizations, and independent Refunds and is used for 
address verification. ǂ 

a. On the "Store settings" page, go to the "Postal Code" area, and enable an option by clicking on it: 

▪ Hidden:  Hides/disables the "Postal code" field. 
▪ Optional: Makes "Postal code" field visible with optional data entry. 
▪ Mandatory:  Makes "Postal code" field visible with mandatory data entry. 

b. Click on the Save button. 

c. When the "Payment settings updated" confirmation dialog displays, the operation is complete. 

 

Custom ID 

Use this field to attach a custom identifier of your own.  This field is supported only for debit/credit/cash 
Purchases (including payment requests), Preauthorizations, independent Refunds, and will appear as a line 
item in reports. 

a. On the "Store settings" page, go to the "Custom ID" area, and enable an option by clicking on it: 

▪ Hidden:  Hides/disables the "Custom ID" field. 
▪ Optional: Makes "Custom ID" field visible with optional data entry. 
▪ Mandatory:  Makes "Custom ID" field visible with mandatory data entry. 

b. Go to the "Custom Label ID" area, and enter a field label name in the Custom ID Label field. 

c. Click on the Save button. 

d. When the "Payment settings updated" confirmation dialog displays, the operation is complete. 
 

ǂAddress verification service (AVS) is a fraud-prevention feature that enables the card issuer to compare the street 
number, street name, and postal code data entered during a transaction with the corresponding data that appears on 
the cardholder's statement.  It is strongly recommend that you include AVS details with all of your manually entered 
(keyed) transactions (MOTO/ecommerce). Doing so will ensure transactions are qualifying at the best possible 
interchange rate and may minimize costs to accept credit cards. If AVS data are not present, the transaction may be 
assessed a higher interchange fee. AVS is not supported for UnionPay cards. 
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Developer tools 

Moneris Checkout 
For information on Moneris Checkout integration, please refer to the Moneris Checkout Using the Moneris Go 
portal's MCO Configurator Reference Guide, available for download from 
https://www.moneris.com/en/support/moneris-go/moneris-go-portal 

Hosted tokenization 
For information on Moneris Hosted Tokenization integration, please refer to the Moneris Hosted Tokenization 
Creating a profile in Moneris Go portal Reference Guide, available for download from 
https://www.moneris.com/en/support/moneris-go/moneris-go-portal 

https://www.moneris.com/en/support/moneris-go/moneris-go-portal
https://www.moneris.com/en/support/moneris-go/moneris-go-portal
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User management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this section, we go over everything you need to 
know to set up your iPad. 

 

In this section, we go over everything you need to 
know to manage user accounts for your  
Moneris Go portal store, including user accounts 
for any Moneris Go terminal(s) that are synched to 
your store. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User management 



 

Moneris® Go portal Reference Guide 96 

User accounts 

Adding a new user account 
The steps below describe how to add a new user account to a Moneris Go portal store, and define the user's 
access to store features and functions, including any Moneris Go terminal that is synched to the store.  

Important!  Each user account must be assigned with a user role.  Ensure that you configure your store's user 
roles appropriately (i.e., enable/disable portal and terminal permissions as desired) before you attempt to 
assign them to user accounts. For instructions on how to add, modify, or delete user roles, see the User roles 
section (pages 106 to 114). 

1. Log into the Moneris Go portal, and access the store through which you want to add the new user account  
(see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 
 

2. On the sidebar menu (shown here), click on the Users  icon. 

Note: To toggle the menu view, click on the expand  tab / minimize   tab. 

 

 

 

 

3. When the "Users" page displays (shown below), click on the Add user button. 

 

   EXPANDED     MINIMIZED 
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4. When the "Add user" window displays (shown here), configure the  account settings: 

a. In the First name field, enter the user's given name. 

b. In the Last name field, enter the user's surname. 

c. Under "Language", click on language button (English or French) to select the 
Moneris Go portal display language for when the user first logs in to activate 
their account. 

d. Click on the "User role" drop-down, and select the role that you want to assign 
to this user: 

Note:  Default user roles and descriptions are listed in the table below.   
To view/modify the parameters of a user role (e.g., change role name or define 
new permissions for a role) or add/delete a user role, see the User roles section 
(pages 106 to 114).  

User role Portal access Terminal access Description 

Admin Yes Yes Access to all functionality in the application. 

High No Yes Access to all transactions types and reports but limited access to settings. 

Low No Yes Access to all transaction types but limited to their own transactions within reports. 

5. If the "Add user" window displays the Terminal access switch, toggle it to the right ("yes"/blue) to enable 
Moneris Go terminal access, or toggle it to the left ("no"/grey) to disable terminal access. 

If "Terminal access" is toggled to "Yes": 

The user will have access to specific Moneris Go terminal functions as defined by the role's permissions.ǂ   

a. In the Username field, enter the user name credential this user needs to enter to log into any Moneris 
Go terminal that is synched to this store. 

b. In the Password field, enter the user password credential this user needs to enter to log into any 
Moneris Go terminal that is synched to this store. 

c. In the Confirm Password field, re-enter the user's terminal login password. 

6. If the "Add user" window displays the Portal access switch, toggle it to the right ("yes"/blue) to enable 
Moneris Go portal access, or toggle it to the left ("no"/grey) to disable portal access. 

If "Portal access" is toggled to "Yes":  

The user will have access to specific Moneris Go portal functions as defined by the role's permissions. ǂ   

a. In the Email field, enter the user's email address.   

Note: Once the new user account is added to the system, an email containing an activate hyperlink will 
be sent to the user so that they can activate and complete the setup of their user account.  The email 
address will also serve as the user's Moneris Go portal login username.   

7. Click on the Add user button to add the new user account. 

8. When the new user account is listed on the "Users" page, the operation is complete.  But note:  
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▪ If you granted the user portal access, their account status will indicate "Pending" until the user receives 
their email and sets up their account per the steps documented in Activating your user account  
(page 11). 

Note:     If the user did not receive their activation email, advise them to check their email spam filter.   
If this does not work, confirm that you entered a valid email address in the "Portal Access" Email field.   
If necessary, repeat the Add a new user account procedure, but try registering a different email address. 

▪ If you want this user to have access to another store that is linked to the primary user account, access 
the desired store and repeat the Add a new user account procedure (you can configure the same login 
credentials for the other store). 
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Modifying an active user account 
The steps below describe how to modify a Moneris Go portal user account's name profile, assign a new user 
role, and update the user's Moneris Go terminal login credentials (affects terminals synched to a specific 
Moneris Go portal store).   

1. Log into the Moneris Go portal, and access the store containing the active user account that you want to 
modify (see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

2. On the sidebar menu (shown here), click on the Users  icon.  

Note: To toggle the menu view, click on the menu expand  tab / minimize  tab. 

 

 

 

 

3. When the "Users" page displays (shown below), locate the user account that you want to modify, and click 
on it. 

Note: To do a general search for an account, enter a full/partial name or a full email address in the Search 
by name or email field. To use filters to refine the search, see Using filters to search for users (page 105).  
To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and select a 
number (5, 10, 15, 20, 25, or 50). 

   

   EXPANDED     MINIMIZED 
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4. When the "Edit user" window displays (shown here), edit the user account 
profile as desired: 

To change user name information:  

a. In the First name field, enter the user's given name. 

b. In the Last name field, enter the user's surname. 

c. Click on a "Language" button (English or French) to change the user's 
default display language during their login session. 

d. Click on the "User role" drop-down, and select the new role that you want 
to assign to this user: 

Note:  Default user roles and descriptions are listed in the table below.   
To view/modify the parameters of a user role (e.g., change role name or 
define new permissions for a role) or add/delete a user role, see the User 
roles section (pages 106 to 114).  
 
 

User role Portal access Terminal access Description 

Admin Yes Yes Access to all functionality in the application. 

High No Yes Access to all transactions types and reports but limited access to settings. 

Low No Yes Access to all transaction types but limited to their own transactions within reports. 

e. Click on the Update button. 

f. When the "User updated successfully" response displays, the operation is complete. 

 

To change Moneris Go terminal login credentials: 

a. Click on the Terminal tab. 

b. In the Username field, enter a new login user name. 

c. In the Password field, enter a new login password. 

d. In the Confirm new password field, re-enter the new login password. 

e. Click on the Save password button. 

 

 

 

 

 

 



 

Moneris® Go portal Reference Guide 101 

Deactivating a user account 
The steps below describe how to deactivate a Moneris Go portal user account.  Once the account is deactivated, 
the user associated with it will be unable to use their login credentials to start a session on the Moneris Go 
portal nor any terminal synched to your Moneris Go portal store. 

1. Log into the Moneris Go portal, and access the store containing the user account that you want to 
deactivate (see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 
 
 

2. On the sidebar menu (shown here), click on the Users  icon.  

Note: To toggle the menu view, click on the expand  tab / minimize  tab. 

 

 

 

 

 

3. When the "Users" page displays (shown below), locate the user account that you want to deactivate, and 
click on it. 

Note: To do a general search for an account, enter a full/partial name or a full email address in the Search 
by name or email field.  To use filters to refine the search, see Using filters to search for users (page 105).   
To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and select a 
number (5, 10, 15, 20, 25, or 50). 

 
 

   EXPANDED     MINIMIZED 
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4. When the "Edit user" window displays (shown below), click on the Deactivate button. 

 
 

5. When the "Are you sure you want to deactivate this user?" dialog displays (shown below), click on the 
Deactivate button to close the dialog. 

 

6. When the "User updated successfully" response displays, the operation is complete.  But note: 

▪ The user account status will indicate "Inactive" until you reactivate the account (see Reactivating a user 
account (page 103). 

▪ Once the user logs out, they will be unable to use the deactivated user account credentials to start a 
new session on the Moneris Go portal nor any Moneris Go terminal that is synched to the store. 
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Reactivating a user account 
The steps below describe how to reactivate an existing Moneris Go portal user account.  Once the user account 
is reactivated, the user reacquires their previous access to the Moneris Go portal store and/or Moneris Go 
terminal functionality. 

1. Log into the Moneris Go portal, and access the store containing the user account that you want to reactivate 
(see Logging into the Moneris Go portal on page 19). 

Note: If you have multiple stores linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown here), click on the Users  icon.  

Note: To toggle the view, click on the menu expand  tab / minimize   tab. 

 

 

 

 

 

3. When the "Users" page displays (shown below), locate the user account that you want to reactivate, and 
click on it. 

Note: To do a general search for an account, enter a full/partial name or a full email address in the Search 
by name or email field.  To use filters to refine the search, see Using filters to search for users (page 105).  
To change the number of hits listed on a page, click on the "Show # items per page" drop-down, and select a 
number (5, 10, 15, 20, 25, or 50). 

 
 

   EXPANDED     MINIMIZED 
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4. When the "Edit user" window displays (shown below), click on the Activate button. 

 

5. When the "Are you sure you want to activate this user?" dialog displays (shown below), click on the Activate 
button to close the dialog. 

 

6. When the "User updated successfully" response displays, the operation is complete.  But note: 

▪ The account status will indicate "Active", and the user will again be able to log into the Moneris Go 
portal store or any Moneris Go terminal that is synched to the store. 
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Using filters to search for users 
If you are attempting to locate a specific user account that you want to configure (e.g., to modify, deactivate, or 
reactivate), follow the steps below to employ filters to narrow the scope of your search and retrieve the desired 
user account.  Search filters include user role, status, and access type. 

1. Start on the "Users" page: 

▪ See Modifying an active user account (page 99). 
▪ See Deactivating a user account (page 101). 
▪ See Reactivating a user account (page 103). 

2. On the "Users" page, click on the Filter  icon. 

 

3. When the "Filter users" window displays (shown below), click on one or more of the desired filter drop-
downs (Role, Status, and/or Access). 

 

4. Click on the Apply button. 

5. When the desired user account is retrieved, do one of the following: 

▪ If you are modifying an active user account, continue at step 3 on page 99 (Modifying an active user 
account).  

▪ If you are deactivating an active user account, continue at 3 on page 101 (Deactivating a user account) 
▪ If you are reactivating an inactive user account, continue at step 3 on page 103 (Reactivating a user 

account). 
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User roles 

Adding a new user role 
The steps below describe how to add a new user role. Each Moneris Go portal user account must be assigned 
with a user role.  The user role defines which features and functions a user can utilize during their login session 
in a specific Moneris Go portal store and/or any Moneris Go terminal that is synched to that store. 

1. Log into the Moneris Go portal, and access the store through which you want to create the new role (see 
Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown here), click on the Users  icon.   

Note: To toggle the menu view, click on the expand  tab / minimize  tab. 

 

 

 

 

 

3. When the "Users" page displays (shown below), click on the Roles tab. 

 
 

   EXPANDED     MINIMIZED 
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4. When the list of user roles displays (shown below), click on the Add role button. 

Note: The default user roles are "Admin", "High", and "Low". 

 
 

5. When the "Add role" window display (shown here), configure the new user role's 
description and permissions: 

a. In the Name field, enter the user role name. 

b. In the Description field, enter the user role description. 
 

To enable/disable user role permissions for the Moneris Go portal: 

a. In the "Portal" area, click on the "Transactions", "Reports", and/or "Settings" 
drop-down, and select one or more permissions to enable (add) them as 
desired. Click on the "X" beside a permission to disable (remove) it. 

Note: For a list of supported permissions, see List of user role permissions 
on page 114.  
 

To enable/disable user role permissions for the Moneris Go terminal: 

a. In the "Terminal" area, click on the "Transactions", "Reports", and/or 
"Settings" drop-down, and select one or more permissions to enable (add) 
them as desired. Click on the "X" beside a permission to disable (remove) it. 

Note: For a list of supported permissions, see List of user role permissions 
on page 114. 

6. Click on the Add role button. 

7. When the "User role added successfully" response displays, the operation is complete. 
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Modifying a user role 
The steps below describe how to modify a user role's parameters, including name, description, and user 
permissions. 

1. Log into the Moneris Go portal, and access the store containing the user role that you want to edit  
(see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown here), click on the Users  icon.   

Note: To toggle the menu view, click on the menu expand  tab / minimize  tab. 

 

 

 

 

 

3. When the "Users" page displays (shown below), click on the Roles tab. 

 
 
 
 
 
 
 

   EXPANDED     MINIMIZED 
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4. When the list of user roles displays (shown below), locate and click on the user role that you want to modify. 

Note:   To search for a user role, enter a full/partial role name or a full role description in the Search by role 
name or description field. To change the number of hits listed on a page, click on the "Show # items per 
page" drop-down, and select a number (5, 10, 15, 20, 25, or 50). 

 
 

5. When the "Edit role" window displays (shown here), edit the parameters of the user 
role: 

To edit the user role name/description: 

a. In the Name field, enter the new name of the user role. 

b. In the Description field, enter the new description for the user role. 
 

To enable/disable user role permissions for the Moneris Go portal: 

a. In the "Portal" fields, click on the "X" beside a permission to disable (remove) it. OR 
Click on the drop-down  icon, and click on the desired permission to enable 
(add) it.  

Note: If no permission is currently enabled, select one or more from the 
"Transactions", "Settings", and/or "Reports" drop-down as desired.  
(For a list of supported permissions, see List of user role permissions on page 114.) 
 

To enable/disable user role permissions for the Moneris Go terminal: 

a. In the "Terminal" fields, click on the "X" beside a permission to disable (remove) it. 
OR Click on the drop-down  icon, and click on the desired permission to enable 
(add) it. 

Note: If no permission is currently enabled, select one or more from the 
"Transactions", "Settings", and/or "Reports" drop-down as desired.  
(For a list of supported permissions, see List of user role permissions on page 114.)  
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6. Click on the Update button. 

7. When the "User successfully updated" response displays, the operation is complete. 
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Deleting a user role 
The steps below describe how to delete a user role so that it cannot be assigned to a Moneris Go portal user 
account. 

1. Log into the Moneris Go portal, and access the store containing the user role that you want to delete  
(see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown here), click on the Users  icon.   

Note: To toggle the menu view, click on the menu expand  tab / minimize  tab. 

 

 

 

 

 

3. When the "Users" page displays (shown below), click on the Roles tab. 

 
 
 
 

 

 

   EXPANDED     MINIMIZED 
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4. When the list of user roles displays (shown below), locate and click on the user role that you want to delete. 

Note:   To search for a user role, enter a full/partial role name or a full role description in the Search by role 
name or description field. To change the number of hits listed on a page, click on the "Show # items per 
page" drop-down, and select a number (5, 10, 15, 20, 25, or 50). 

 
 

5. When the "Edit role" window displays (shown below), on the Delete button. 
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6. When the "Are you sure you want to delete this role?" dialog displays (shown below), click on the Delete 
button. 

 

7. When the "User role successfully deleted" response displays, the operation is complete. 
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List of user role permissions 
You can configure a user role by enabling/disabling the permissions listed in the tables below:   

▪ For instructions on how to add a new user role, see Adding a new user role (page 106). 

▪ For instructions on how to modify an existing user role, see Modifying a user role (page 108).                     

Portal                                                                                               Terminal 

Group Permission 

Transactions Completions 

Payment Request 

Preauthorizations 

Purchase 

Refund 

Refund other users transactions 

Void 

Void other users transactions 

    

Group Permission 

Reports Export reports 

Reports 

View other users in reports 

 

Group Permission 

8. Settings Access settings 

Access to portal 

Access user roles 

Edit users 

Hosted Tokenization settings 

Moneris Checkout Configuration settings 

Receipt settings 

 

 

Group Permission 

Transactions Cash transactions 

Cash transactions password 
protection 

Independent refund 

Manual card entry 

Purchase 

Refund 

Refund other users transactions 

Void 

Void other users transactions 

    

Group Permission 

Reports View other users in reports 

 

Group Permission 

Settings Access settings 

Transactions settings 

Receipt settings 

Tips settings 

Access users 

Access user roles 

General Application Settings 
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Portal (continued…) 

Group Permission 

Settings Terminal settings 

Tips settings 

View users 

 



 

Moneris® Go portal Reference Guide 116 

 

 

Terminal 
management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Terminal 
management 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to 
know to manage the Moneris Go portal settings that 
govern the behaviour of your Moneris Go terminals. 
 

(For information and resources on how to use your 
Moneris Go terminal to process transactions, visit 
https://www.moneris.com/en/support/moneris-
go/monerisgo.) 

https://www.moneris.com/en/support/moneris-go/monerisgo
https://www.moneris.com/en/support/moneris-go/monerisgo
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Moneris Go terminal: general settings 
The steps below describe how to change the general settings for all Moneris Go terminals that are synched to 
your Moneris Go portal store.  General settings include automatic sign-out time, automatic sign-out after 
transaction, pass terminal timer, report reset time, debit surcharging, and manual entry transactions. 

1. Log into the Moneris Go portal, and access the store that is synched to the Moneris Go terminal(s) that you 
want to modify (see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 
 
 

2. On the sidebar menu (shown below), click on the Settings  icon > Terminal  

 Note: To toggle the view, click on the menu expand  tab / minimize  tab. 
 

 
 

3. When the "Terminal settings" page displays, configure the settings in the "General" area (shown below) as 
desired: 

 

   EXPANDED     MINIMIZED 
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Automatic sign-out time 

Configure when the Moneris Go terminal automatically logs off a user after X seconds of inactivity: 

a. Move the Automatic sign-out time slider to the desired value (0 sec to 180 sec). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

Sign out after transaction 

a. Enable/disable automatic logoff after a user performs a Moneris Go terminal transaction: 

▪ To enable, toggle the Sign out after transaction switch to the right (blue). 
▪ To disable, toggle the Sign out after transaction switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

Pass terminal timer 

Configure how long the Moneris Go terminal displays the "Please pass the terminal to your customer" 
prompt (e.g., this prompt would display when tip prompting is enabled): 

a. Click on the Pass terminal timer drop-down, and select a value (0 sec to 10 sec). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

Report reset time 

Set the 23-hour and 59-second period starting at time X, when Moneris Go terminal reports reset to $0: 

a. In the Report reset time field, enter a reset time; then select AM (morning) /PM (night). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
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Manual entry transactions 

a. Enable/disable keying in transactions on the Moneris Go terminal: 

▪ To enable, toggle the Manual entry transactions switch to the right (blue). 
▪ To disable, toggle the Manual entry transactions switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

Surcharge 

a. Enable/disable the addition of a fixed dollar amount (surcharge) to debit Purchase transactions on the 
Moneris Go terminal: 

Note: Surcharging is applicable only to Purchase transactions processed with an Interac debit card. 

▪ To enable, toggle the Surcharge switch to the right (blue), and enter the surcharge amount in the 
Surcharge amount field. 

▪ To disable, toggle the Surcharge switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
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Moneris Go terminal: receipt settings 
The steps below describe how to change the settings for receipts issued from all Moneris Go terminals that are 
synched to your Moneris Go portal store.  Receipt settings include transaction receipt format choice, print QR 
code, print delay, and customizable greeting headers and footers.  

1. Log into the Moneris Go portal, and access the store that is synched to the Moneris Go terminal(s) that you 
want to modify (see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 
 

 

2. On the sidebar menu (shown below), click on the Settings  icon > Terminal  

 Note: To toggle the view, click on the menu expand  tab / minimize  tab. 
 

 
 

 

3. When the "Terminal settings" page displays (shown below), continue to the next step. 
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4. Scroll to the "Receipt" area (shown below), and configure the receipt settings as desired: 

Note: To jump directly to the "Receipt" area, click on Receipt in the navigation pane (shown below). 

 
 

 

Cardholder choice 

a. Enable/disable receipt format prompting on the Moneris Go terminal: 

▪ To enable, toggle the Cardholder choice switch to the right (blue).  
▪ To disable, toggle the Cardholder choice switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

Email receipt 

a. Enable/disable the "Email receipt" option on the Moneris Go terminal: 

▪ To enable, toggle the Email receipt switch to the right (blue).  
▪ To disable, toggle the Email receipt switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

 

 

NAVIGATION PANE 
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Text receipt 

a. Enable/disable the "Text receipt" option on the Moneris Go terminal: 

▪ To enable, toggle the Text receipt switch to the right (blue).  
▪ To disable, toggle the Text receipt switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

No receipt 

a. Enable/disable the "No receipt" option on the Moneris Go terminal: 

▪ To enable, toggle the No receipt switch to the right (blue).  
▪ To disable, toggle the No receipt switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

Number of merchant copies  

Set the number of merchant copy receipts that the Moneris Go terminal prints for each transaction:  

a. Click on the Number of merchant copies drop-down, and select a number (0 to 2). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

Print QR code 

a. Enable/disable the appearance of a QR code on Moneris Go terminal transaction receipts: 

▪ To enable, toggle the Print QR code switch to the right (blue).  
▪ To disable, toggle the Print QR code switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
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Print delay 

Set the delay time (in seconds) between when the Moneris Go terminal prints the cardholder copy receipt 
and when it prints the merchant copy receipt: 

a. Click on the Print delay drop-down, and select a value (2 sec to 5 sec). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 
Header 

a. Configure a customized greeting message in the header line(s) on transaction receipts: 

▪ To enable/add a new header line, click on Header, enter greeting text in the field labelled Header 
field (or leave the field unfilled if you want to add a blank header line), and click on Add. 

Note: If one or more header lines are configured, they will be listed below the field labelled Header 

field.  To reposition a header line, click on its header  icon, and drag the header line to the 
desired position.  

▪ To remove one or more header lines, click on the delete  icon beside the header line that you 
want to remove. 

Note:   If no header lines are configured, the "No custom fields ..." indicator displays. 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 
Footer 

a. Configure a customized greeting message in the footer line(s) on transaction receipts: 

▪ To enable/add a new footer line, click on Footer, enter greeting text in the field labelled Footer field 
(or leave the field unfilled if you want to add a blank footer line), and click on Add. 

Note: If one or more footer lines are configured, they will be listed below the field labelled Footer 

field. To reposition a footer line, click on its footer  icon, and drag the footer line to the desired 
position. 

▪ To remove one or more enabled footer lines, click on the delete  icon beside the footer line that 
you want to remove. 

Note:   If no footer lines are configured, the "No custom fields ..." indicator displays. 
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b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
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Moneris Go terminal: cashback settings 
The steps below describe how to change the settings for cashback prompting on all Moneris Go terminals that 
are synched to your Moneris Go portal store.  When enabled, cashback prompting displays during contact-based 
debit Purchase transactions performed on the Moneris Go terminal. 

1. Log into the Moneris Go portal, and access the store that is synched to the Moneris Go terminal(s) that you 
want to modify (see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown below), click on the Settings  icon > Terminal. 

 Note: To toggle the view, click on the menu expand  tab / minimize  tab. 

 

 
 

 

3. When the "Terminal settings" page displays (shown below), continue to the next step. 
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4. Scroll to the "Cashback" area (shown below), and configure the cashback settings as desired: 

 

 
 
 

Cashback support 

a. Enable/disable cashback prompting on the Moneris Go terminal: 

▪ To enable, toggle the Cashback support switch to the right (blue).  
▪ To disable, toggle the Cashback support switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

 

Cashback by dollar16 

a. Enable/disable the option for cardholders to enter a cashback amount on the Moneris Go terminal to a 
maximum dollar amount that you define: 

▪ To enable, toggle the Cashback by dollar switch to the right (blue), and enter the maximum dollar 
amount limit in the Max amount field.  

▪ To disable, toggle the Cashback by dollar switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 
 

 

 
16 To use this cashback feature, you must enable cashback prompting first (see Cashback support above). 

NAVIGATION PANE 

Note: To jump directly to the "Cashback" area, click on Cashback in the navigation pane (shown below). 
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Cashback by preset17 

a. Enable/disable the option for cardholders to select a pre-defined cashback dollar amount on the 
Moneris Go terminal: 

 

 

 

▪ To enable, toggle the Cashback preset # switch to the right (blue), and enter a dollar amount in the 
corresponding Preset value field.  

▪ To disable, toggle the Cashback preset # switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 
17 To use this cashback feature, you must enable cashback prompting first (see Cashback support on page 126). 

Note: There are three pre-defined dollar amount settings; each can be configured/enabled independently.  
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Moneris Go terminal: tip settings 
The steps below describe how to change the settings for tip prompting on all Moneris Go terminals that are 
synched to your Moneris Go portal store.  When enabled, tip prompting displays during Purchase and 
Preauthorization transactions. 

1. Log into the Moneris Go portal, and access the store that is synched to the Moneris Go terminal(s) that you 
want to modify (see Logging into the Moneris Go portal on page 19). 

Note: If multiple stores are linked to your user account, you can use the My Stores function to move 
between your stores (see Using My Stores on page 23). 

 

 

2. On the sidebar menu (shown below), click on the Settings  icon > Terminal. 

 Note: To toggle the view, click on the menu expand  tab / minimize  tab. 

 

 
 

 

3. When the "Terminal settings" page displays (shown below), continue to the next step.  
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4. Scroll to the "Tip" area (shown below), and configure the tip settings as desired: 

Note: To jump directly to the "Tip" area, click on Tip in the navigation pane (shown below). 

 
 

Tip support 

a. Enable/disable tip prompting on the Moneris Go terminal: 

▪ To enable, toggle the Tip support switch to the right (blue).  
▪ To disable, toggle the Tip support switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

Tip by dollar18 

a. Enable/disable the option for customers to enter a tip as a dollar amount on the Moneris Go terminal: 

▪ To enable, toggle the Tip by dollar switch to the right (blue).  
▪ To disable, toggle the Tip by dollar switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

 

 

 
18 To configure this tip feature, you must enable tip prompting first (see Tip support above). 

NAVIGATION PANE 
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Tip by percent19 

a. Enable/disable the option for customers to enter a tip as a percentage on the Moneris Go terminal: 

▪ To enable, toggle the Tip by percent switch to the right (blue).  
▪ To disable, toggle the Tip by percent switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 
 

 

Tip by preset percentage20 

a. Enable/disable the option for customers to select a pre-defined tip percentage on the Moneris Go 
terminal: 

Note: There are three pre-defined tip percentage settings; each can be configured/enabled 
independently. 

▪ To enable, toggle the Tip preset# switch to the right (blue), and enter a percentage value in the 
corresponding Preset Value field.  

▪ To disable, toggle the Tip preset# switch to the left (grey). 

b. Click on the Save button. 

c. When the "Changes saved" response displays, the operation is complete. 

Note: To effect this change on their synched terminal, a user must end their login session on the 
terminal or perform a manual Sync on the terminal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
19 To configure this tip feature, you must enable tip prompting first (see Tip support on page 129). 
20 To configure this tip feature, you must enable tip prompting first (see Tip support on page 129). 
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End-of-day procedures 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

End-of-day 
procedures 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need to 
know to reconcile financial transactions in your 
daily batch. 
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Verifying your daily batch totals 
Debit, credit, and gift transactions that are processed through your Moneris Go portal store21 are stored in a 
batch that closes automatically each day, usually at 11 pm based on your account region.  Once the batch closes, 
Moneris can settle the transactions and transfer the funds to your business account.  

To verify the daily batch total for your store, follow the steps below. 

1. Any time after 7:00 am the next day (i.e., following the batch close date of the batch that you want to 
verify), log into the Merchant Direct® web portal (visit moneris.com/mymerchantdirect). 

2. Once you are logged in, select Daily Transaction Report Menu, and then select Daily Batch Summary Report 
to view the report. 

3. Compare the batch summary report with your receipts or other business records: 

If there are no discrepancies between the report and your records: 

a. No further action is required. 
 

If there are discrepancies between the report and your records: 

a. Call Moneris Customer Care toll-free at 1-866-319-7450 now or the next business day to obtain 
assistance with reconciliation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
21 Includes all transactions performed on Moneris Go terminals synched to your store and transactions initiated through a Moneris Checkout integration. 

https://www1.moneris.com/cgi-bin/rbaccess/rbunxcgi?F6=1&F7=L8&F21=PB&F22=L8&REQUEST=ClientSignin&LANGUAGE=ENGLISH
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Troubleshooting 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Troubleshooting 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

In this section, we go over everything you need  
to know to troubleshoot your Moneris Go portal 
issues. 
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Troubleshooting issues 
Review the table below to find a solution to your Moneris Go portal issue.  If you cannot find a resolution to 
your issue, please use the Moneris Go portal feedback form to submit a request for assistance (see Sending 
feedback/requesting assistance while logged in on page 136). 
 

Issue Solution 

You did not receive your Moneris Go 
portal activation email. 

1. Confirm that your email spam filter is not blocking the activation 
email. 

2. If you still have not received your email, confirm that your Moneris 
Go portal store administrator added a user account for you and 
they registered the correct email address. 

Note:  To verify your account setup, your administrator can click on 

the Users  icon in the sidebar menu, locate your user account 
listing, and review the email registered to your account. 

3. If your administrator registered the incorrect email address, have 
them add a new account for you with the correct email address. 

Note:  To add the new user account, the administrator must follow 
the Adding a new user account procedure (page 96). 

You added a new user account 
through your Moneris Go portal 
store, but the user account status 
indicates "Pending". 

1. A user account's status will indicate "Pending" until the intended 
user receives/opens their activation email, clicks on the link 
contained in the message, and follows the activation prompts to 
activate the account.   

2. Once the user account is activated, its status as shown on the 
"Users" page will indicate the account is "Active". 

Note:   To verify the account status, click on the Users  icon in 
the sidebar menu, locate the user account listing, and review its 
"STATUS" indicator. 

You forgot your Moneris Go portal 
login password. 

1. Reset your password (see Forgot your login password? on page 21). 
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Sending feedback/requesting assistance while logged in 
If you are logged into the Moneris Go portal and are already within (accessing) a store, follow the steps below to 
use the Moneris Go portal feedback form to send us your feedback and/or request assistance. 

Note: You can also find solutions to issues related to activation emails, user accounts, and password resets.   
For these solutions and more, please review the Troubleshooting issues section (page 135).  

1. From any page in your store, click on your user account tile (shown below). 

Note:   For instructions on how to log in and access a store, see Logging into the Moneris Go portal (page 19). 

                                   

2. When the user account menu displays (shown below), click on Feedback.  

 

3. When the "Feedback" window displays (shown here), fill in the information fields to 
complete the form: 

a. Click on the "What product would you like help with?" drop-down, and select the 
desired product (Moneris Go Portal or Moneris Go Terminal).  

b. Click on the "How would you like us to reach you?" drop-down, and select the 
desired contact method (Phone, Email, or No Response Required). 

c. Click on the "What section would you like to comment on?" drop-down, and select 
the comment descriptor (General comment/inquiry, Technical issues, or 
Enhancement suggestions). 

d. In the Comment field, enter additional supporting information. 

4. If you selected "Phone" as the contact method (step 3b), enter your contact phone 
number in the Phone field. 

5. Click on the Submit button to send us the completed form. 

 USER ACCOUNT TILE 

USER ACCOUNT MENU 
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Merchant Support 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Merchant  
Support 

In this section, we go over everything you need to 
know to set up your  PIN Pad. 

 

   At Moneris, help is always here for you 24/7. 
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If you need assistance with your payment processing 
solution, we’re here to help, 24/7 

We’re only one click away. 
▪ Visit https://www.moneris.com/en/support/moneris-go/moneris-go-portal to download copies of this  

reference guide and to access the online help version of this documentation. 

▪ Visit shop.moneris.com to purchase point-of-sale supplies and receipt paper. 

▪ Visit moneris.com/insights for business and payment news, trends, customer success stories, and quarterly 
reports & insights. 

Need us on-site? We’ll be there. 
One call and a knowledgeable technician can be on the way. Count on minimal disruptions to your business as 
our Field Services provide assistance with your payment terminals. 

Can’t find what you are looking for? 
▪ Email onlinepayments@moneris.com or call Moneris Customer Care toll-free (available 24/7) at 1-866-319-

7450. We’ll be happy to help.  

▪ You can also send us a secure message 24/7 by logging into Merchant Direct at 
moneris.com/mymerchantdirect. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.moneris.com/en/support/moneris-go/moneris-go-portal
https://shop.moneris.com/
https://moneris.com/insights
https://www1.moneris.com/cgi-bin/rbaccess/rbunxcgi?F6=1&F7=L8&F21=PB&F22=L8&REQUEST=ClientSignin&LANGUAGE=ENGLISH
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