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B. PROCESSING A TRANSACTION (continued)

Card fee6STEP

You can recover any merchant fees by applying a card uplift fee. 

• Type in either a percentage amount or a dollar amount in the 
appropriate box. 

• Select “Submit”.

• Confirm when asked if you would like to ‘Submit Transaction’.

• At this point the payment is sent off to the bank for approval. 
Within 5-10 seconds you will receive an approval or a decline on 
the screen.

• If the card is declined, there is something wrong with the card 
(i.e. stolen, insufficient funds, wrong number entered, card has 
expired). See if your customer has an alternative card.

7STEP Transaction approval

Manually enter card number5STEP
• Manually enter the card number, expiry date and CVV. 

• Double-check all the information has been entered correctly.

• Select “Menu”, then “3. Next”.

You can now send the receipt to your customer.

• Select “Menu”, then “1. Send Receipt”. 

• Enter the customer’s email address and/or mobile phone 
number. 

• Tick the “SMS” and/or “Emai”l boxes at the bottom of the screen 
and select “Send”. 

• Select “Finish”.

Or

• If you have a Mint printer/card reader:  select “Menu”, then 
“2. Print Receipt”.

8STEP Send or print a receipt

NOTE – You can fix the card uplift fee to always be a certain amount by changing the setting in your online admin system.
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C. OTHER FUNCTIONS

1 Add Comments

Here you can type any notes related to the transaction. Comments are 
available from the reporting tool in your MiniMint Online Admin 
System, and on printed receipts if you have a Mint printer/card reader.

•  From the ‘Transaction Amount’ screen, select “Menu”, then 
“4. Comment”.

• Type in your comments.

• Select “Save”.

2 Add Customer Details

You can assign transactions to a customer. Customer details are 
available from the reporting tool in your MiniMint Online Admin 
System. 

• From the ‘Transaction Amount’ screen, select “Menu”, then 
“3. Customer”.

• Type in the customer details.

• Select “Save”.

3 Refunds

You can perform a partial or complete refund, if it is enabled from 
your MiniMint Online Admin System.

• From the ‘Transaction Amount’ screen select “Menu” then 
“2. Refund”.

• Enter the ‘Transaction Reference Number’ (located at the bottom 
of the receipt) and the amount to be refunded.

• Select “Submit”.

• Confirm when asked if you wish to ‘Submit Transaction’. 

• Once the refund has been processed and approved, you will see a 
refund approved screen.

4 Query Previous Transactions 

You can query transactions to check on approval of a transaction, or 
to reprint receipts if you have a Mint printer/card reader.

• From the ‘Transaction Amount’ screen, select “Menu” then 
“5. Query Transaction”

• You can view the 20 most recent transactions

• If you have a Mint printer/card reader, select the transaction, and 
then select “Print” to reprint the receipt.
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C. MINIMINT ONLINE ADMIN SYSTEM
When you activate MiniMint, we will set up an online admin system for your business. Here you can set up 
users, refunds, card uplift fees, and download your credit card sales reports.

When you start with MiniMint, you’ll need to login to your online admin system to personalise your settings.

• Login to the Admin System via the “Customer Login” button  on 
the homepage of www.mint-wireless.com. Use the login details 
Mint has given you for MiniMint on your phone (your login and 
password are provided to you on your Welcome email from Mint 
once your account is activated. If you haven’t received this, call 
Mint on 1300 761 811)

• Mint will already have set up an ‘Administrator’ user giving you 
access to all areas.

• From the ‘Home’ screen, select the button showing your 
company name from the top menu.

• From the ‘Company’ screen, select “Administration” then 
“Configurables” from the top menu.

• This displays all the settings you can change.

• To change a setting, scroll down to “Update Setting” and select, 
from the drop-down list, the setting you want to change.

1 Setup admin system

(1) Set default values for Visa / MasterCard, Amex and Diners.  We 
recommend setting this as a percentage to recover the 
merchant card fees, but you can set it as a dollar amount by 
choosing the ‘Uplift value flat’ command and entering a 
standard dollar amount.  Set the rate to recover your card 
merchant fees. You have a choice to allow changes to these 
from the handset but we recommend you disallow these 
charges by setting the ‘Uplift rates Editable’ control to ‘False’.

(2) If you don’t want to allow any refunds from a user’s phone then 
change the setting here to ‘False’. We recommend keeping it at 
‘True’ as it’s handy to be able to give refunds from the phone.

(3) If you’d like a default comment to print on receipts then type in 
the default comment in the ‘Update Settings’ area and press 
‘Submit’. (This is only useful when you have purchased a Mint 
printer / card reader).

Suggestions for updating settings
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C. MINT ONLINE ADMIN SYSTEM

To generate reports on sales, the Mint Online admin system has 
advanced search features so you can get reports on all transactions 
at any time of day.

• From the ‘Home’ screen, select the button showing your 
company name from the top menu. 

• From your ‘Company’ screen, select “Report Facilities”, then 
“Transactions”.

• Set a date range for your report.

• You can find a specific transaction if you know its ID number 
(they begin with a ‘T’) but mainly you’ll just use this for generat-
ing reports between certain dates.

• If you only want to view transactions that were accepted (not 
rejected) then on the “Result” drop-down list and select 
“Accepted”.

Note: a lot of the other functionality on-screen is geared towards 
users of the more fully featured Mint Portable Payment System, so 
you can ignore the other fields on screen.

• Select “Get Report”.

• You’ll see all the transactions taken between the dates you 
requested.

• To download to a spreadsheet-ready file (this is called a ‘CSV’ 
file) select the “Download as CSV” button or the “Download as 
detailed CSV’, depending on the amount of detail needed.

• You can now import this sales report from your computer into 
your accounting software.

2 Reporting

• From the ‘Home’ screen, select the button showing your 
company name from the top menu.

• From your ‘Company’ screen, select “Administration” then 
“Users”.

• To add a new user select “Add New User”.

• Fill in their details: name, address, email, phone etc.

• Type in a new PIN. This must be 6 numerical digits.

• Set user type. It’s most likely they’ll be “User” as you should 
limit the number of administrators who can access the system.

• Ignore the Company Legal Status box. Leave it “Enabled”.

• Click “Submit”.

• Now you’ll see an updated list of users with the new user at the 
top of the list.

• Contact the new user and give them the PIN you just created 
and the login ID found on the left next to the new user’s details.

3 Adding admin system users




