


For Windows Mobile devices 

Step 1: Logging on

Turn on your hand-held device 
and printer/card reader, then 
launch mint.

Click the “Merchant Login” icon 
then enter your Merchant 
Number ID and PIN Code to 
start transacting.

Step 3: Adding Comments

Sometimes it’s useful to add 
comments that relate to the 
transaction, such as who the 
transaction was made for or 
a thank you note. To add a 
comment relating to a 
transaction, tap COMMENTS 
in the product screen. You will 
then be prompted to type your 
comment. Once complete 
select SAVE and then NEXT 
on the product screen.

Step 2: Selecting 
Products/Services

From your customized 
Product /Service screen, 
select the item required and 
tap the + or – sign to increase 
or decrease the quantity. For 
larger amounts, tap and hold 
the item in order to edit the 
quantity manually.

Step 4: Selecting
the Payment Method

You can process payments 
either as Cash, Cheque or 
Credit Card. Account 
transactions can also be 
enabled for account-based 
customers.

Step 5: Processing 
a Credit Card

After choosing your item, select 
CREDIT CARD-SWIPE CARD to 
enable the swipe mechanism on 
your printer and process the 
credit card. When the lights 
flash swipe the card. If the card 
is damaged enter the details 
manually using MANUAL 
ENTRY. Once successful, tap the 
SUBMIT button to continue.

Step 6: Processing 
the transaction 

Check the card number on 
screen is the same as on the 
card and ask the customer to 
sign on your PDA screen in the 
box allocated. Check the 
signature is the same as on the 
card and tap SUBMIT to 
continue.

Step 7: Completing 
the Transaction

The transaction will be approved 
or declined within a few 
seconds. If approved you will 
see this screen (right). To print 
a customer invoice, tap 
CUSTOMER INVOICE and YES 
to proceed. The invoice will then 
print. Select DONE to complete 
another transaction.

Step 8: Processing 
a Refund

Every invoice has a ten digit 
transaction number at the 
bottom (eg T0000124569). This 
number can be used for full or 
partial transaction refunds. 
Select TASK, then REFUND in 
the product screen. Enter the 
transaction number and the 
refund amount. Once complete 
select SUBMIT.

Note:
At this stage a card uplift or service 
fee can be added if you prefer.


