Moneris@

Moneris Go®

Gift Card Program
Reference Guide

(September 2021)



Contents

Moneris Gift Card Program........ccccciiieeeiiiiiiniiiiieeieiitenierienneettensesssrnssessensssessensssssssnssssssnnssssssnnssssssnsssssssnnes 2
Setting Up and USING YOUI tEIMINGL ........uiiiiiie e e e e e e e et e e e e e e e s nasteeeeeeesesnntnnaeeeaaeaans 2
(0T o I =T oYV o o o o TSR 3

g TY= @ Y1 o TN o | [ SRS 3
WaVE/Tap: CONTACLIESS CArAS ....eiiuiiiiiitieiecie ettt ettt et et e b e te e be e beeabesaaesaeesbeesbeenseenseeaseetsaeseenbeenbeensesasesasesaeens 3
T o T o Ted o Lol d T o T o= o PSS 3
K or- | PO PP PSP PPPPPPPUOPIRY 3
(Y ETa TV ] I=T o) {4 T TP TP PSSP TP ROPPPTOPPROPPN 3

Gift Card tranSACTIONS ..cuuuuiiiiiiiiiiiiiiieeiiiieirreee e ssseestttesasssssssesstsessnssssssssssseessnssssssssssssessnnsssssssssasesnns 4
LGy Aot 1o [ o0 ol o - 1 TSRS 4
Gift card purchase — Card NOL PrESENT .....ciiiciiii et e e st e e s st be e e s seate e e s snaeeeesnteeeesnneens 8
Gift card purchase — Bar COUE SCAN .......uuiiiiiii it e et e e e e e et e e e e e e e s ete e e e e e e s s e nsstaeeeeeeeeennntssnnneeeeaann 11
Gift card purchase - Partial @pProVal...... .. e e e et e e e e e e e rr e e e e eeaan 14
Gift card Pre-auUthOriZatioN..... ... e e e e e e e e e e e e s s e aeeteeeeeeeseennntaanneeeeeaann 17
GITE CArd FEFUNG . e e sttt e e sttt e e e s eabee e e s et aeeesaabeeeesaabaeeesasbeeeesanseeeesane 18
LCT3i Aor- 1o IR oY1 PP PTPUTRTPRRNS 21
S P aTolcl T oo [V TSRS 24

o= |« 1 3N 27
Gift Card PUICHASE MBCEIPT ... .uvviiiiciiee ettt e et e e e et e e e e eata e e e eeataaeeeaabaeeeeantaeeesansaseesansaseesansenaesnnes 27

Gift card administration ... e e e 28
Load a single gift card using credit oF deDit ..........oiiiiiiii i e e e 28
Load a single gift Card USING CASN ..oiiuiiiiiec e e e e e e te e e e s ae e e e s bte e e e e nsraeeeannreas 33
Load multiple gift cards using credit or debit..........occuiiiiiiiiiiice e e e 37
Load multiple gift cards USING CASN.......oii i e e et e e e re e e e s bae e e e aaraeeeenneeas 42
(DL Tor )Y (- I =) i o or- o [ USSR 46
Transfer a balance Upon deaCtiVAtioN ........ciiiiiiiii e e s e e s s aaaeeean 48

=T oo T o (3N 50
Viewing transaction details for gift Cards........ccuiiiiiiii i e 50
Viewing totals for gift card tranSaCtioNs .......occuiii i e e s e e s araee s 50
Yo [ o) e - AV o T o 1ol XY SRS 50

BT 1] ¢ 1 L= 3 o o7 41 -4 51
(G} o= T o I =T o o] g 4 dTTY Y- TSRS 51

LY E=T ol o F= T A VT o7 o o TN 52

Moneris Go®: Gift Card Program Reference Guide 1



Entrez le montant de I'achat
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Moneris Gift Card program

The Moneris Gift Card program allows you to sell stored-value cards for future purchases in
your store or on your website. Gift cards can help to boost sales, extend your product line,
and build your brand.

Setting up and using your terminal

No additional configuration is required to use Moneris gift cards on your
terminal. Your existing settings will apply to gift card transactions. For example, if

. . . . . H ®
tip entry is turned on, your customers will see the tip prompt on gift card Moneris Go

purchases. If manual entry is turned on, you will be able to manually enter a gift

card number.

Using Your Terminal

For information on how to navigate the Moneris Go application and how to .
change terminal settings, refer to the Moneris Go Using Your Terminal guide e

available online at moneris.com/en/support/devices/monerisgo.

If you have not already set up your terminal hardware and software, refer to the
Moneris Go® Setting up Your Terminal guide at
moneris.com/en/support/devices/monerisgo.

Moneris Go®
Setting up Your Terminal
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Card entry options

Insert: Chip cards

- y

1. The screen displays “Tap, insert, or swipe”.
2. The customer inserts the card into the terminal’s chip reader.

3. The chip card must remain inserted until the screen displays “Please remove
your card”.

Wave/Tap: Contactless cards

/0.

1. The screen displays “Tap, insert, or swipe”.

2. The customer taps their card over the contactless reader which is
located above the display screen.

Swipe: Magnetic stripe cards

S
- S

e
~

1. The screen displays “Tap, insert, or swipe”.

2. The customer swipes the card on the terminal’s magnetic stripe
reader. The card’s magnetic stripe faces the terminal. The card can be
swiped from the left or from the right.

Note: If the card has a chip, the card must first be inserted into the
terminal’s chip reader.

Scan

® Tap, insert or swipe 1. On the transaction screen (Purchase, for example), tap the card entry

options field to display the list of card entry options.
O Manual entry
2. Tap Scan then Ok to activate the terminal’s rear camera.

O Cash
* 3. Hold the gift card below the terminal so that the bar code of the gift

O Scan card is visible on the screen.

k Exi
°© x 4. The application automatically reads the bar code and retrieves the

card information.

Manual entry

You can manually key in a customer’s gift card information for a card-not-present transaction, that is, a
transaction where the customer is not present at your place of business. “Manual entry” must be enabled in
your user role and enabled in Transaction settings. If needed, refer to the Moneris Go Using Your Terminal
guide (page 2).

For step by step instructions on how to perform a card-not-present sale using a gift card, refer to Gift card
purchase — Card not present, on page 8.
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Gift card transactions

These instructions are streamlined to focus on gift card functionality. For instructions related to settings (such as
tip prompt, user roles, manual entry, receipt printing and others), refer to the Moneris Go Using your terminal
guide (see page 2).

Gift card purchase

Follow these steps to process a purchase transaction using a Moneris gift card.

1. Start at the Purchase screen. This is the default transaction. = & Purchase
If your terminal is at a different screen, tap the Main menu E icon, then Please enter purchase amount
tap Transactions.
Tap, insert or swipe ~
1 2 3 X
4 5 &
7 8 9
0
2. Use the on-screen numeric keypad to enter the purchase amount, then &) Purchase

tap the OK O key.

Please enter purchase amount

$10.00
Tap, insert or swipe v
1 2 3 X
4 5 6
7 8 9
0

3. Pass the terminal to your customer so they can respond to the customer
prompts.

Please pass the terminal
to your customer

Moneris Go®: Gift Card Program Reference Guide 4



4. If tip entry is turned on, the customer enters a tip (or no tip).

Would you like to
leave a tip?

Purchase total

$10.00
10% 15% || 20%
$1.00 $1.50 $2.00

-
5. The Purchase total screen appears, showing:
* The total sale, including the tip (if any); Moneris

= The “Tap, insert or swipe” prompt;
The cards you accept, which includes Moneris gift cards.

6. The customer enters their card on the terminal. Depending on the type Purchase total

of card, they can tap, insert, or swipe it. For information on card entry $10.00
options, refer to page 3.

Tap, insert or swipe
# v @ =2 I
@ -’ .G:) @ (GP"D

]

(¢
7. The CVV prompt appears. x /@
a. The customer taps the CVV field. Ol
b. The customer enters the card verification value (CVV) from the back Enter CVV
of the Moneris gift card, then taps the checkmark.

c. The customer taps Confirm to continue.
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8. Once the purchase is approved, the “How would you like your receipt?” P
prompt appears, showing the customer the available options for receiving X woneris &
a receipt: Print, Text, Email, and No Receipt.

Purchase approved

9. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

How would you like your receipt?

Email

10. The customer passes the terminal back to you, as directed by the
application.

Please pass the terminal
to the merchant

11. The application prints receipts if requested.

= [f the customer requested a printed receipt, give them the cardholder
copy.

= [f you enabled merchant receipt printing, keep the merchant copy for
your records.

Printing, please wait

Moneris Go®: Gift Card Program Reference Guide 6



12. When the “Transaction Complete” prompt appears tap OK to return to

the default transaction screen.

Transaction complete

13. The default transaction screen appears. Purchase
The application is ready to process your next transaction. Please enter purchase amount
$ 0.00

Tap, insert or swipe W

1 2 3 X
4 5 6
7 8 9

0
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Gift card purchase — Card not present

If your business receives orders by Internet, mail, or telephone, follow these steps to process a Purchase
transaction where you can manually enter the customer’s Moneris gift card information.

1. Start at the Purchase screen. This is the default transaction. ¢&) Purchase

If your terminal is at a different screen, tap the Main menu E icon, then
tap Transactions.

Please enter purchase amount

2. Tap the card entry field (Tap, insert or swipe) to display the card entry $ 0.00
options.
Tap, insert or swipe ™
1 2 3 X
4 5 &
7 8 9
0

3. Tap Manual entry, then Ok.

\/c;l Purchase

Note: Manual entry must be enabled in your user role and in Transaction
settings. Refer to the Moneris Go Using your terminal guide (see page 2).

Tap, insert or swipe
Manual entry
Invoice

Scan

4. Enter the purchase amount, then tap the OK O key.

Purchase

Note: The order of these initial steps is flexible. You can enter the

purchase amount first, or you can choose the method of card entry first.
Both will work.

Please enter purchase amount

$ 0.00

1 2 3 X
4 5 6
7 8 Q9

0

Moneris Go®: Gift Card Program Reference Guide



. : 0
5. At the card entry screen X Mo“em@
a. Verify the purchase amount. (To cancel the transaction, tap the E§ in

Purchase total
the title bar.) urcs: 1308’%00 @
b. Tap each gift card field and enter the information required. S
=  You do not have to enter an expiry date for gift cards.

= The CVVis located on the back of the card. E_X_p"ydate

c. Tap Confirm. ow

6. If tip entry is turned on, you can enter a tip as specified by the customer.

Would you like to
leave a tip?

Purchase total

$10.00
10% 15% 20%
$1.00 $1.50 $2.00

7. Once the purchase is approved, the “How would you like your receipt?”

Ve
prompt appears, showing the available options for receiving a receipt. * orers &

a. Select a receipt format on behalf of the customer. You can ask for
their preference if speaking on the telephone.

Purchase approved
b. If you selected Text or Email, enter the appropriate information.

How would you like your receipt?

Q No receipt

Moneris Go®: Gift Card Program Reference Guide 9



8. The application prints receipts if requested.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

9. When the “Transaction Complete” prompt appears, tap OK to return to
the default Purchase screen.

o
X Moneris (&

 m—
ooo
ooo
o=

Printing, please wait

7

Transaction complete

Moneris Go®: Gift Card Program Reference Guide
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Gift card purchase — Bar code scan

If your Moneris gift cards have a bar code, you can scan the bar code to enter the card information instead of
having the customer tap or swipe the card.

1. Start at the Purchase screen. This is the default transaction. &7 Purchase
If your terminal is at a different screen, tap the Main menu E icon, then Please enter purchase amount
tap Transactions.
2. Tap the card entry field (Tap, insert or swipe) to display the card entry $ 0.00
options.
Tap, insert or swipe ™
1 2 3 X
4 5 &
7 8 9
0

3. Tap Scan, then Ok.

® Tap, insert or swipe
O Manual entry

O cCash

O Sscan

4. Enter the purchase amount, then tap the OK O key.

\@ Purchase

Note: The order of these initial steps is flexible. You can enter the
purchase amount first, or you can choose the method of card entry first. Please enter purchase amount

Both will work.
$ 0.00

1 2 3 pee
4 5 6
7 8 Q?

(o}
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5. Hold the gift card below the terminal so that the bar code is visible on the
screen. The application automatically reads the bar code and retrieves
the card number.

6. Tap the CVV field, enter the card verification value (CVV) from the back of
the card, then tap the checkmark. Tap Confirm to continue.

7. Pass the terminal to your customer so they can respond to the customer
prompts.

Ve

Merchant Name.

$50.00

Cand paamiber: 1234 567

®
x Moneris @

Enter CVV

Please pass the terminal
to your customer

Moneris Go®: Gift Card Program Reference Guide
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8. Iftip entry is enabled, the customer enters a tip (or no tip).

The “Processing, please wait” message may appear.

9. Once the purchase is approved, the “How would you like your receipt?”
prompt appears, showing the available options for receiving a receipt.

10. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

11. The customer passes the terminal back to you, as directed by the
application.

12. The application prints receipts if requested.

= |f the customer requested a printed receipt, give them the cardholder
copy.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

Would you like to
leave a tip?

Purchase total

$10.00

10%
$1.00

{-":.
X Moneris@

15%
$1.50

20%
$2.00

Purchase approved

How would you like your receipt?

Q No receipt

Ve

Printing, please wait

Moneris Go®: Gift Card Program Reference Guide
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13. When the “Transaction Complete” prompt appears, tap OK to return to

the default Purchase screen.

Gift card purchase - Partial approval

A Partial Approval of a purchase transaction occurs when the customer pays for a purchase with a pre-paid

credit card or with a Moneris gift card but the value on the pre-paid card or gift card is less than the purchase

X Monen’s@

Transaction complete

amount. A pre-paid card refers to a credit card (such as Visa® or Mastercard®) loaded with a specific value.

1. Start at the Purchase screen and follow steps 1 to 8 in the Gift card
purchase transaction on page 4).

If your terminal is at a different screen, tap the Main menu E icon then

tap Transactions.

Important: Process any pre-paid cards or any gift cards first -- the
customer may have more than one.

2. When a partial payment is approved, the screen displays the following
information to the customer:

The approval message;

The amount paid;

The amount still due;

A prompt to pass the terminal back to the merchant.

3. The customer passes the terminal back to you, as directed on-screen.

M/_J Furchase

Please enter purchase amount

$ 0.00
Tap, insert or swipe ~
1 2 3 x
4 5 é
7 8 9
0
Moneri@

Partial payment approved
Please remove your card

Amount paid: $40.00
Amount due: $20.25

Please pass the terminal
to the merchant

Moneris Go®: Gift Card Program Reference Guide
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4. The screen displays the partial approval information, together with 4

options. Ask the customer how they would like to proceed.

= To continue the transaction, choose one of these options, then go to
step 5

= tap Cash to pay the balance using cash,

= tap Card to pay the balance using another card, or

= tap Scan to pay the balance using a Moneris gift card with a bar
code.

= [f the customer decides to cancel the sale, tap Cancel. The
application will automatically cancel all partially approved
transactions that were processed as part of this sale and
automatically print a cancellation receipt. At the “Partial approval
cancelled” message, tap OK to return to the default transaction
screen.

The receipt options screen appears for the first approved payment. Pass
the terminal to the customer.

The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

The customer passes the terminal back to you, as directed by the
application.

The application prints receipts if requested.

= |f the customer requested a printed receipt, give them the cardholder
copy.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

Choose from the following:

= |f you tapped Scan above in step 4, go to step 10 to scan the gift card.
= |f you tapped Cash or Card in step 4, skip to step 12.

monerit

Partial payment approved

Amount paid: $40.00
Amount due: $20.25

Please select h

Purchase approved

How would you like
your receipt?

Print

Text
Email

No receipt

Muneﬂsr@

Printing, please wait
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10. Hold the gift card below the terminal so that the bar code is visible on the
screen. The application automatically reads the bar code and retrieves
the card number.

11. Tap the CVV field, enter the card verification value (CVV) from the back of
the card, then tap the checkmark. Tap Confirm to continue.

12. Pass the terminal to the customer so they can respond to the customer
prompts for the next payment of the balance due. This procedure will
repeat as long as there is a balance to be paid.

13. The application begins the next payment of the balance due
a. The customer enters their card (not applicable for Cash or Scan).
b. If the tip prompt appears, the customer enters a tip or no tip.
c. The customer selects a receipt format or no receipt.

d. The customer passes the terminal back to you.

Merchant Name

S50.00

L Moneris @

Enter CVWV

Please pass the terminal
to your customer

Moneris Go®: Gift Card Program Reference Guide
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14. The application prints receipts if requested. X monerts &

= |f the customer requested a printed receipt, give them the cardholder

copy.
= |f you enabled merchant receipt printing, keep the merchant copy for
your records. o
Printing, please wait
15. Once the total purchase amount is paid for, the “Transaction Complete” X Moner (&

screen appears. Tap OK to return to the default transaction screen.

Transaction complete

Note: If you wish to refund a sale involving partial approval, you must perform a refund transaction for each
partially approved purchase transaction. For example, if the customer used three Moneris gift cards to pay for
the total purchase amount, you must perform three refund transactions, one for each partial purchase. Refer to

Gift card refund on page 18.

Gift card pre-authorization

You cannot use a Moneris gift card to pre-authorize a purchase. Use a credit card instead. For instructions, refer
to the Moneris Go Using Your Terminal guide and look under Transactions, then Pre-authorization.

Moneris Go®: Gift Card Program Reference Guide 17



Gift card refund

A gift card refund credits a customer's account in relation to a specific gift card purchase. You can refund the
whole amount of a purchase transaction or a portion of the amount. Refunds are processed through the Report

screen.

1. Atthe Main menu, tap Reports.

2. Inthe list of transactions, tap the transaction you want to refund. If
needed, tap the All transactions dropdown menu and select the type of
transaction you are searching for.

3. The transaction details appear.

Verify this is the right transaction, then tap Refund.

= QOtherwise, tap the Back [l icon in the title bar to go back to the
previous screen.

JW

Jordan

Edit user

/.zr/ﬂ Transactions

Reports

o

{65

Settings

Sign out

Reports

May 1, 2021
Transaction Count Volume
Purchase 000 000 $ 000 000 000.00
Refund 000 000 $ 000 000 000.00
Void 1000 000 $ 000 000 000.00
Tip total 1000 000 $ 000 000 000.00
Total 000 000 $ 000 000 000.00

<& All transactions

$15.00
El Purchase

Swipe
1234567890987654321
Jordan

$10.00
s Pre-authorization

Insert
12345678%0987654321
Jordan

v

2021-04-30 09:22:30

2020-06-09 09:15:32

Q&

H o)
Reports Scan Seach  Endof day

[l Transaction details

Amount
Tip
Custom ID

Transaction status

$10.00
$0.00

Merchant text

Approved

Card number OO0 X0 XXXX 1234

Card type Moneris Gift
Entry method Swipe
Transaction type Purchase
Authorization 108721
Order MGO1503400040646
Username Jordan
Time 16:54:02
Date 2020-10-22
Terminal A1612286
® ® B
Refund Void Reprint
Moneris Go®: Gift Card Program Reference Guide 18



The Refund screen appears, showing the full amount of the original
purchase transaction.

= To perform a partial refund, tap the Delete - key to delete the full
amount, then enter the amount you want to refund.

Tap the OK O key to continue.

The CVV prompt appears.

a. Tap the CVV field.

b. Enter the card verification value (CVV) from the back of the Moneris
gift card, then tap the checkmark.

c. Tap Confirm to continue.

Note: If necessary, you can bypass the CVV. Leave the field empty, then
tap Confirm.

Once the refund is approved, the “How would you like your receipt?”
prompt appears, showing the available options for receiving a receipt:
Print, Text, Email, and No Receipt.

Ask the customer which receipt format they prefer and tap one of the
options on screen.

€| Refund

Please confirm refund amount

$ 100.00

~

8 Q9

0

(@)

Enter CVV

e
X Moneris@

Refund approved

How would you like your receipt?

Moneris Go®: Gift Card Program Reference Guide



9. The application prints receipts if requested.

= |f the customer requested a printed receipt, give them the cardholder

copy.
= |f you enabled merchant receipt printing, keep the merchant copy for

your records.

10. When the “Transaction Complete” prompt appears, tap OK to return to
the default transaction screen.

11. The default transaction screen appears.

The application is ready to process your next transaction.

e

ooo
ooo
o=

Printing, please wait

X Monen’s@

Transaction complete

M/_J Furchase

Please enter purchase amount

$ 0.00
Tap, insert or swipe v
1 2 3 X
4 5 é
7 8 9
0

Moneris Go®: Gift Card Program Reference Guide
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Gift card void

Perform a gift card void when a gift card purchase has been entered incorrectly and needs to be cancelled and
re-done.

= If you have more than one terminal, you must process the void on the same terminal as the original
transaction.

= The whole transaction will be voided -- you cannot perform a partial void.

=  Only transactions in the current batch can be voided. For example, if the purchase transaction that you want
to void is in a batch that is already closed, perform a refund instead.

Use the Report screen to void a purchase.

1. Atthe Main menu, tap Reports. JW

Jordan

Edit user

/0 .
<fzr) Transactions

Reports

Settings

Sign out

2. Look under “All transactions” and tap the gift card transaction you want

. . Reports
to void. If needed, tap the All transactions dropdown menu and select
. . May 1, 2021
the type of transaction you are looking for. o
Transaction Count Volume
. Purchase 000 000 $ 000 000 000.00
You can also tap Scan to scan the QR code from a receipt, or tap Search Refund woow 000000000
to look for the transaction to be voided. v 00008 #000000%00
Tip total /000 000 $ 000 000 000.00
Total 1000 000 $ 000 000 000.00
@ All transactions v
$15.00
El Purchase 2021.04-30 09:22:30
?;‘;55‘5}6759D9&7654321
$ 10.00

s Pre-authorization  2020.06-09 09:15:32
Insert
1234567890987654321
Jordan

W Q&
Reports Scan Search End of day
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3. The transaction details appear. ) )
< Transaction details

= Verify this is the right transaction, then tap Void at the bottom of the

screen.
X i ) . Amount $10.00
= Otherwise, tap the Back §§l icon in the title bar to go back to the Tip $0.00
Custom ID Merchant text

pFEViOUS screen.

Transaction status Approved
Card number  XX3XOOOO00 KX 1234

Note: What if Void does not appear at the bottom of the screen? This

Card type Moneris Gift

means the transaction is not in the current batch. Only transactions in the Entry method SVh“‘Pe
. . Transaction type Purchase

current batch can be voided. If you need to reverse the transaction, Authorization 108721
perform a refund instead of a void. ‘U"‘ MGO**”“‘”"“J‘"Z“
Time 16:54:02

Date 2020-10-22

Terminal A1612286

kO) ® [

Refund Vaid Reprint

4. The application prompts you to confirm the void.

= To proceed, tap OK. Continue to step 5.
* To cancel, tap the Back g icon. Please confirm that you would like

to void the following transaction.

$ 100.00

Card type Moneris Gift
Card number XXHXXKNxxxxx 1234
Username Jordan

5. The CVV prompt appears. X /@
a. Tapthe CVV field. e
b. Enter the card verification value (CVV) from the back of the Moneris
gift card, then tap the checkmark.
c. Tap Confirm to continue.

Enter CVV

Note: If necessary, you can bypass the CVV. Leave the field empty, then
tap Confirm.
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6. Once the void is approved, the “How would you like your receipt?”
prompt appears, showing the available options for receiving a receipt:
Print, Text, Email, and No Receipt.

7. Ask the customer which receipt format they prefer and tap one of the
options on screen.

8. The application prints receipts if requested.

= |f the customer requested a printed receipt, give them the cardholder

copy.
= |f you enabled merchant receipt printing, keep the merchant copy for

your records.

9. When the “Transaction Complete” prompt appears, tap OK to return to
the default transaction.

Ve
X Moneris@

Void approved

How would you like your receipt?

Email

Q No receipt

s

Printing, please wait

©

Transaction complete

Moneris Go®: Gift Card Program Reference Guide
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Balance inquiry

Perform a balance inquiry to check the balance of a gift card. = Purchase |

1. Start at the Purchase screen. This is the default transaction. Refund

Please el pre-authorization

If your terminal is at a different screen, tap the Main menu E icon, then tap
Transactions.

¢ Balance inquiry

* Load single gift card

2. Tap the additional options H icon and select Balance inquiry. Load multiple gift cards
. . . Deactivate gift card
The title of the screen changes from Purchase to Balance inquiry. 1 2 5 -

3. Choose a card entry method. This depends on the type of card and whether Balance inquiry
the card is present or not.

Please confirm your entry method

* The default method is “Tap, insert, or swipe”. To select this method,
simply tap OK. Go to step 4.
®* To manually enter the card number:

(& Tap, insert or swipe

= Tap the card entry field, then tap Manual entry from 4 .o entry Tap, insert o swipe -

the list, then Ok. O scen

=  When prompted, enter the card number and the o e
CVV from the back of the card.

=  Goto step 7 (Card Balance) and follow the instructions, as applicable.

= To scan the barcode, tap Scan. Hold the gift card below the terminal so
that the bar code is visible on the screen. Go to step 6 (Enter CVV).

4. Pass the terminal to the customer.

Please pass the terminal

to your customer
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5. The customer enters the gift card information, by tapping, inserting, or swiping
the gift card.

6. The CVV prompt appears.
e The customer taps the CVV field.

e The customer enters the card verification value (CVV) from the back of
their Moneris gift card, then taps the checkmark.

e The customer taps Confirm to continue.

7. The application displays the card balance.

= To print the balance, the customer taps Print.
= To continue without printing, the customer taps OK.

0
X Moneris @

Balance Inquiry

Tap, insert or swipe

= @ = v B

V7ie)
d Moneris @

Enter CVV

Card balance

$ 10.00

Print

Ok
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8. The customer passes the terminal back to you.

9. When the “Transaction Complete” prompt appears, tap OK to return to the
default Purchase screen.

Please pass the terminal
to the merchant

Mnneri@

Transaction complete
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Receipts

Gift card purchase receipt

O

Merg‘dad':;;;me A | Transaction type. For example,
City, Province Purchase, Refund, Void.
[Custom header lines 1-6] B | Card brand and card number. The card
Gift Purch o number is masked — an asterisk is
it Furchase printed in place of the card number
MMM DD, YYYY HH:MM:S5 except for the last four numbers.
Card brand . .
o_ ﬂf:mﬁlmwM Batch- 1 __o C | Batch number. This is the Moneris Gift
Auth#: 0000000 Response: 000 & Loyalty batch number.
‘:’—— Order: MGO1611085196685
[Cru:tcjm ID] [text entered by user] _o D | OrderID. You can use the Order ID to
Username: Shaheed search for a transaction to void, to
A , $000.000.00 refund, or to reprint the receipt. Refer
maoun B - 5 . -
Tip $000.000.00 to the USIng Your Terminal gUIde (p3)
Total $000.000.00 E Custom ID. You can customize the name
of this field. The value for this field is
Amount Paid $000,000.00
o_ Card Balance 5000000 00 the value that you entered on the

terminal during the transaction.

F Username. Indicates which user was
signed in to the terminal when the
[Custom footer lines 1-6] transaction was processed.

G Total. This is the total amount for the
current purchase, including any tip.

Approved

Merchant copy/Cardholder copy

H Amount paid. This is the total amount
paid so far, after one or more partial
approvals.

I Card balance. This is the value
remaining on the card.

| Optional QR code. You can scan the QR
code to immediately find a transaction
to void, to refund, or to reprint the
receipt. Refer to the Using Your
Terminal guide (p.3).
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Gift card administration

Load a single gift card using credit or debit

1. Atthe Purchase screen, tap the additional options H icon in the title bar,
then select Load single gift card.

2. Ask the customer how much money they would like to load on their gift
card. Enter the requested dollar amount, then tap the OK O key.

3. Ask the customer how they would like to pay for their gift card.

= [f the customer offers a credit or debit card, tap Credit or debit. Go to
the next step.

= |f the customer offers cash, refer to Load a single gift card using cash
on page 33.

= Purchase |

Refund
Please el Pre-authorization
C Balance inquiry
* Load single gift card
Load multiple gift cards

Deactivate gift card

Please enter gift card amount

$0.00

1 2 3 X
4 5 6
7 8 9
0
X Moneri@

How would your customer
like to pay for their gift
cards?

Credit or debit

Cash
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4. Pass the terminal to your customer so they can respond to the customer
prompts.

5. The Purchase total screen appears, showing:

=  The total sale;
= The “Tap, insert or swipe” prompt;
= The card brands you accept.

6. The customer enters their card on the terminal. Depending on the type
of card, they can tap, insert, or swipe it.

7. The “Processing, please wait” message appears.

Please pass the terminal
to your customer

Purchase total

$ 10.00

Tap, insert or swipe

E v @ 2 I

e

P

©

Processing, please wait.
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8. Once the payment is approved, the “How would you like your receipt?”
prompt appears, showing the customer the available options for receiving
a receipt: Print, Text, Email, and No Receipt.

9. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

10. The customer passes the terminal back to you, as directed by the
application.

11. The application prints receipts if requested.

= |f the customer requested a printed receipt, give them the cardholder
copy.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

12. When the “Transaction complete, proceed to load gift card” prompt
appears, tap OK to continue.

X Moneris @

X

Purchase approved

How would you like your receipt?

Email

£y

Moneris

Printing, please wait

Moneris@

Transaction complete, proceed to
load gift card
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13. When the application re-displays the dollar amount to be loaded, swipe
the gift card.

14. Enter the CVV from the back of the gift card.

15. The application confirms that the gift card has been successfully loaded
with the requested value. Tap OK to continue.

Vron

Gift card load amount

$10.00

Swipe gift card

(@)

Enter CVV

e
X Moneris@

Gift card loaded with $10
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16. The application prints a gift card activation receipt showing the value on
the gift card. Give the card and the receipt to the customer.

17. When the “Transaction Complete” prompt appears, tap OK to return to
the default transaction screen.

18. The default transaction screen appears.

The application is ready to process your next transaction.

Printing, please wait

Moneris @

Transaction complete

Purchase

Please enter purchase amount

$ 0.00

Tap, insert or swipe

1 2 3

4 5 6

7 8 9
0
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Load a single gift card using cash
1. Atthe Purchase screen, tap the additional options H icon in the title bar, = Purchase |
then select Load single gift card.

Refund
Please el pre-authorization
C Balance inquiry
* Load single gift card
Load multiple gift cards

Deactivate gift card

1 Z 3 X
4 5 6
7 8 Q9

0

2. Ask the customer how much money they would like to load on their gift

card. Enter the requested dollar amount, then tap the OK O key.

Please enter gift card amount

$0.00

1 2 3 X
4 5 6
7 8 9
0
3. Ask the customer how they would like to pay for their gift card. x Monerid@
= |f the customer offers cash, tap Cash. Go to the next step. . "
* If the customer offers a credit or debit card, refer to Load a single gift ﬁlr;f::ayﬁ?):;ﬁ:f:;?fr
card using credit or debit on page 28. cards?

Credit or debit

Cash
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4. Pass the terminal to your customer.

5. The “How would you like your receipt?” prompt appears, showing the
customer the available options for receiving a receipt: Print, Text, Email,
and No Receipt.

6. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

7. The customer passes the terminal back to you, as directed by the
application.

8. The application prints receipts if requested.

If the customer requested a printed receipt, give them the customer
copy.

If you enabled merchant receipt printing, keep the merchant copy for
your records.

Please pass the terminal
to your customer

D

Purchase approved

How would you like your receipt?

ooo
ooo
o=

Printing, please wait
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9. When the “Transaction complete, proceed to load gift card” prompt
appears, tap OK to continue.

10. When the application re-displays the dollar amount to be loaded, swipe
the gift card.

11. Enter the CVV from the back of the gift card, then tap Confirm.

X Moneris@

Transaction complete, proceed to
load gift card

Vron

Gift card load amount

$10.00

Swipe gift card

)
X Moneris @

Enter CVV
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12. The application confirms that the gift card has been successfully loaded
with the requested value. Tap OK to continue.

13. The application prints a gift card activation receipt showing the value on
the gift card. Give the card and the receipt to the customer.

14. When the “Transaction Complete” prompt appears, tap OK to return to
the default transaction screen.

Ve

Gift card loaded with $10

Printing, please wait

Munerislr@

Transaction complete
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Load multiple gift cards using credit or debit

Use this procedure to load multiple gift cards with the same dollar value. For example, a customer would like to
purchase 5 gift cards of $10 each. If the customer wants several gift cards with different values, you must load
each card separately. To load single cards, refer to Load a single gift card using credit or debit on page 28.

1. Atthe Purchase screen, tap the additional options H icon in the title bar, = Purchase
then select Load multiple gift cards.

Refund
Please el pre-authorization
Balance inquir
[4 quiry
* Load single gift card
Load multiple gift cards

Deactivate gift card

7 8 9
o]
2. Ask the customer how many gift cards they would like to purchase, then _
tap the number of cards requested. - toad
Note: The maximum number of gift cards you can load in one procedure is Please select the number of gift
10. If the customer would like to purchase more than 10 cards, repeat this cards youwould e toload
procedure for the remaining cards. 0
1 2
3 4
5 6
7 8
9 10
3. Ask the customer how much money they would like to load on each gift = Load

card. Enter the requested dollar amount, then tap the OK O key.

Please enter gift card amount

$0.00

1 2 3 X
4 5 6
7 8 9

0
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4. Ask the customer how they would like to pay for their gift cards.

= |f the customer offers a credit or debit card, tap Credit or debit. Go to
the next step.

= |f the customer offers cash, refer to Load multiple gift cards using
cash on page 42.

5. Pass the terminal to your customer so they can respond to the customer
prompts.

6. The Purchase total screen appears, showing:

= The total sale, that is, the value of each card multiplied by the
number of cards;

= The “Tap, insert or swipe” prompt;

= The card brands you accept.

7. The customer enters their card on the terminal. Depending on the type
of card, they can tap, insert, or swipe it.

X Moneris@

How would your customer
like to pay for their gift
cards?

Credit or debit

Please pass the terminal
to your customer

Purchase total

$ 10.00

Tap, insert or swipe

E v @ 2 I
27
1s]
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8. The “Processing, please wait” message appears.

9. Once the payment is approved, the “How would you like your receipt?”
prompt appears, showing the customer the available options for receiving
a receipt: Print, Text, Email, and No Receipt.

10. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

11. The customer passes the terminal back to you, as directed by the
application.

12. The application prints receipts if requested.

= [f the customer requested a printed receipt, give them the cardholder
copy.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

P

X

©

Processing, please wait.

Muneris@.

Purchase approved

How would you like your receipt?

Email

o)
Moneris

Printing, please wait
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13. When the “Transaction complete, proceed to load gift card” prompt
appears, tap OK to continue.

14. When the application re-displays the dollar amount to be loaded, swipe
the gift card.

15. Enter the CVV from the back of the gift card, and tap Confirm.

X Moneris@

Transaction complete, proceed to
load gift card

r":m .

Gift card load amount

$10.00

Swipe gift card

)
X Moneris @

Enter CVV
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16. The application confirms that the gift card has been successfully loaded
with the requested value. Tap OK to continue.

17. The application prints a gift card activation receipt showing the value on
the gift card. Give the card and the receipt to the customer.

18. The application prompts you to swipe the next gift card. Repeat steps 14
to 17 until all the gift cards have been loaded.

19. Once all gift cards have been loaded, the application displays the
“Transaction complete” message. Tap OK to return to the default
transaction screen.

Ve

Gift card loaded with $10

Printing, please wait

Munerislr@

Transaction complete
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Load multiple gift cards using cash

Use this procedure to load multiple gift cards with the same dollar value. For example, a customer would like to
purchase 4 gift cards of $20 each. If the customer wants several gift cards with different values, then you must
load each card separately. To load single cards, refer to Load a single gift card using cash on page 33.

1. Atthe Purchase screen, tap the additional options H icon in the title bar, = Purchase
then select Load multiple gift cards.

Refund
Please el pre-authorization
Balance inquir
[4 quiry
* Load single gift card
Load multiple gift cards

Deactivate gift card

7 8 9
o]
2. Ask the customer how many gift cards they would like to purchase, then _
tap the number of cards requested. - toad
Note: The maximum number of gift cards you can load in one procedure is Please select the number of gift
10. If the customer would like to purchase more than 10 cards, repeat this cards youwould e toload
procedure for the remaining cards. 0
1 2
3 4
5 6
7 8
9 10
3. Ask the customer how much money they would like to load on each gift = Load

card. Enter the requested dollar amount, then tap the OK O key.

Please enter gift card amount

$0.00

1 2 3 X
4 5 6
7 8 9

0
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4. Ask the customer how they would like to pay for their gift cards.

= |f the customer offers cash, tap Cash. Go to the next step.
= |f the customer offers a credit or debit card, refer to Load multiple
gift cards using credit or debit on page 37.

5. Pass the terminal to your customer so they can respond to the customer
prompts.

6. The “How would you like your receipt?” prompt appears, showing the
customer the available options for receiving a receipt: Print, Text, Email,
and No Receipt.

7. The customer selects a receipt format (or no receipt) by tapping one of
the options on screen. If the customer chooses Text or Email, they are
prompted to enter the appropriate information.

Moneris@

How would your customer

like to pay for their gift

Please pass the terminal
to your customer

cards?

Credit or debit

©

How would you like your receipt?

X

Purchase approved

No receipt
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8. The customer passes the terminal back to you, as directed by the
application.

9. The application prints receipts if requested.

= [f the customer requested a printed receipt, give them the customer
copy.

= |f you enabled merchant receipt printing, keep the merchant copy for
your records.

10. When the “Transaction complete, proceed to load gift card” prompt

appears, tap OK to continue.

11. When the application re-displays the dollar amount to be loaded, swipe
the gift card.

£y

Printing, please wait

X Moneris@

Transaction complete, proceed to
load gift card

Vron

Gift card load amount

$10.00

Swipe gift card
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12. Enter the CVV from the back of the gift card, and tap Confirm.

13. The application confirms that the gift card has been successfully loaded
with the requested value. Tap OK to continue.

14. The application prints a gift card activation receipt showing the value on
the gift card. Give the card and the receipt to the customer.

15. The application prompts you to swipe the next gift card. Repeat steps 11
to 14 until all the gift cards have been loaded.

(@)

Enter CVV

Yo

X Moneris

Gift card loaded with $10

Printing, please wait
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Moneris

16. Once all gift cards have been loaded, the application displays the ©
“Transaction complete” message. Tap OK to return to the default
transaction screen.

Transaction complete

Deactivate a gift card

Follow these steps to deactivate a gift card and print a deactivation receipt. If there is a balance on the card, you
can transfer the balance to another gift card.

1. Atthe Purchase screen, tap the additional options H icon in the title bar, = Rndiess
then select Deactivate gift card.

Refund
Please el Pre-authorization
Balance inquir
[4 quiry
* Load single gift card
Load multiple gift cards

Deactivate gift card

1 Z 3 X
4 5 6
7 8 9
0
2. Select a method of entering the gift card. Deactivate

» To swipe the card (the default method), simply tap Ok. Go to the next
step.
= To manually enter the card number:

Please confirm your entry method

= Tap the card entry field, then tap Manual entry from the list, then
Ok. Swips v

= Tap OK again at the bottom of the screen to continue.

=  When prompted, enter the card number and tap Confirm.

=  Go to step 4 (Enter the CVV).
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3. Swipe the gift card you want to deactivate.

4. Enter the CVV from the back of the gift card then tap Confirm.

5. The application prints a deactivation receipt. Give the cardholder copy to
the customer.

Ve

Deactivate

Swipe gift card

B

)
X Moneris @

Enter CVV

Printing, please wait
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6. Select one of these options. =
X Moneris@

= |f there was a balance on the deactivated card and the customer
wants to transfer that balance to another card, tap Load gift card,
then go to Transfer a balance upon deactivation below.

= To simply complete the deactivation, tap End transaction. If there
was a balance, it will be deleted and cannot be recovered.

Note: Once a card is deactivated, it cannot be used again.

The previous balance was $10. You
can either load this amount onto
another gift card or end the
transaction.

Load gift card

Transfer a balance upon deactivation

At the end of the deactivation procedure, the application will indicate if there is a balance on the card. You can
transfer any balance to another gift card.

1. Tap Load gift card to transfer the remaining balance to another gift card.
X Moneris

The previous balance was $10. You
can either load this amount onto
another gift card or end the
transaction.

Load gift card

End transaction

2. Swipe the gift card to which you want to transfer the balance.
Moneris

Gift card load amount

$10.00

Swipe gift card
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3. Enter the CVV from the back of the gift card then tap Confirm.

Enter CVWV

4. The application displays how much money was transferred to the other =
gift card. 2 Moneris (2

5. Tap Ok to complete the transaction and print a receipt. Give the
cardholder receipt to the customer with the card.

Gift card loaded with $10

6. Atthe “Transaction Complete” prompt, tap OK to return to the default
transaction screen.

Transaction complete
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Reports
Gift card transactions are included in the Moneris Go reports on your terminal.

Important: You can see all transactions only if your user role is set to “View other users in reports.” For example,
if your user role is “Low,” you may see only your own transactions.

Viewing transaction details for gift cards

All transaction information, including gift card transactions, is available directly on the Reports screen. To view
the Reports screen, tap the Main menu E icon, then tap Reports.

24-hour summary: Gift card transactions are included in the summary of

11:00 PM Jun 8 -

transactions at the top of the screen. For example, the “Purchase” total for each day 11:00 PM Jun 9 2027
includes gift card purchases. Transaction _ Count Volumne
All transactions: To view individual gift card transactions, look under “All e : e
transactions”. Tap a gift card transaction to see its details. If needed, tap the All Voids 0 $000
. . . Tips 1 $ 20.00
transactions dropdown menu to filter by transaction type and method of card entry. sf,chmg“ . $1.00
On the Transaction details screen, you can: Cashback 1 $10.00
Total 8 $264.96
= Refund a gift card purchase (page 18) OAll transactions v
= Void a gift card transaction, if original transaction is in the same batch (page 21) $12.00
<~ Purchase
= . . Manual entry 2021-06-0% 18:28:20
Reprint a receipt - a |i
To learn more about the Reports screen, and how to filter transactions to match your - -
business needs, refer to the Using your terminal guide (see page 2 ).
Viewing totals for gift card transactions = & edofdey
You can find gift card totals on the End of day screen. To view the End of day screen, Feb 22 - Feb 26, 2021
tap the Main menu E icon, then tap Reports. At the bottom of the screen, tap End of [ o o
day. Refund 0 -$0.00
Under “Details by card type,” you will see totals for each card type. Look for Gift Tt ] se10

Surcharge total 10 $15.00

cards. The details include transaction count and transaction totals for:

Cashback total 3 $30.00
Total 10 $942.32

=  Gift card purchases

. Details by card type
=  Gift card refunds

Gift o)

. . Transaction Count Volume

- Glft Card VOIdS Purchase 10 §942.32
=  Gift card tips refund o so
. . Void 0 $0.00

= All gift transactions Too s se10

Total 10 §942.32

To learn more about the End of day screen and how to filter transactions to match
your business needs, refer to the Using your terminal guide (see page 2 ).

End of day process

Gift card transactions are included in the End of day report along with your other transactions. If you would like
to verify your transaction totals for the day, refer to the “End of day process” in the Moneris Go Using your
terminal guide.
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Troubleshooting

Gift card error messages

In the table below, find the error message that appears on the terminal and try the solution. If the error
message re-appears, contact Moneris Customer Care toll-free at 1-866-319-7450.

Error message Problem and solution

Card disabled The gift card you swiped has been deactivated and cannot be used. Ask the
customer for another card.

Card not active The gift card you entered is not active. Load the card (see Gift card
administration on page 28), or ask the customer for another gift card or other
form of payment.

Invalid CVC The card verification value you entered is not correct. This is the 3-digit
number from the back of the card. Check the number and re-enter it.

Invalid expiry date The promotional gift card entered has passed its expiry date. Ask the
customer for another form of payment.

Note: A promotional gift card is like a coupon. It is given, not sold, to
customers at the merchant’s discretion and can be set up to expire. An expired
promotional gift card and its balance cannot be used again nor can the
balance be transferred to another card.

Refund amount greater than | The refund amount you entered is greater than the original purchase amount.
original Re-try the transaction with a refund amount that is less than or equal to the
original purchase.
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Merchant support

If you need assistance with your payment processing solution, we're
here to help, 24/7.

We’re only one click away.

= Visit moneris.com/en/support/devices/monerisgo to:

= download additional copies of this guide

= view and download the Using Your Terminal and Setting up Your Terminal guides,

= consult your terminal’s Online User Manual for detailed information on all of the options available on
your terminal and how to enable them.

= Visit shop.moneris.com to purchase point-of-sale supplies and receipt paper

= Visit insights.moneris.com 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?
Call Moneris Customer Care (available 24/7) toll-free at 1-866-319-7450. We'll be happy to help.

You can also send us a secure message 24/7 by logging in to Merchant Direct® at
moneris.com/mymerchantdirect.
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Moneris

MONERIS, MONERIS BE PAYMENT READY & Design and MERCHANT DIRECT are registered trade-marks of Moneris Solutions Corporation. Mastercard is a
registered trademark, and the circles design is a trademark of Mastercard International Incorporated. INTERAC is a registered trade-mark of Interac Inc.
AMERICAN EXPRESS is a registered trade-mark of American Express Company. VISA is a trademark owned by Visa International Service Association and
used under license. All other marks or registered trade-marks are the property of their respective owners.

© 2021 Moneris Solutions Corporation, 3300 Bloor Street West, Toronto, Ontario, M8X 2X2. All Rights Reserved. This document shall not wholly or in part,
in any form or by any means, electronic, mechanical, including photocopying, be reproduced or transmitted without the authorized consent of Moneris
Solutions Corporation. This document is for informational purposes only. Neither Moneris Solutions Corporation nor any of its affiliates shall be liable for
any direct, indirect, incidental, consequential or punitive damages arising out of use of any of the information contained in this document. Neither Moneris
Solutions Corporation or any of its affiliates nor any of our or their respective licensors, licensees, service providers or suppliers warrant or make any
representation regarding the use or the results of the use of the information, content and materials contained in this document in terms of their
correctness, accuracy, reliability or otherwise.

Your gift card processing is governed by your agreement for gift card services with Moneris Solutions Corporation. Your loyalty card processing is governed
by your agreement for loyalty card services with Moneris Solutions Corporation. Your DCC processing is governed by your agreement for Dynamic Currency
Conversion services with Moneris Solutions Corporation. Your credit and/or debit card processing is governed by the terms and conditions of your
agreement(s) for merchant credit/debit card processing services with Moneris Solutions Corporation. It is your responsibility to ensure that proper card
processing procedures are followed at all times. Please refer to the Moneris Merchant Operating Manual (available at: moneris.com/support) and the
terms and conditions of your applicable agreement(s) for credit/debit processing or other services with Moneris Solutions Corporation for details.
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