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Introduction 

 
 
Mercury VirtualTerminal™ is an improved version of Mercury’s Back Office Program. Mercury 
VirtualTerminal is an easy-to-operate, PCI-compliant solution for internet-based credit, EBT and gift card 
processing. 
 
No installation or set up is required. There are four ways to access Mercury VirtualTerminal: 

1. Through your web browser at https://vt.mercurypay.com/ 
2. Through the MercuryView® portal at https://portal.mercurypay.com 
3. Through your mobile browser at https://vt.mercurypay.com  
4. Through the iPhone app, which can be downloaded from the iTunes store at 

http://store.apple.com (A separate document contains download, set up and use instructions 
for the iPhone app.) 

 

  

https://vt.mercurypay.com/
https://portal.mercurypay.com/
https://vt.mercurypay.com/
http://store.apple.com/
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Accessing Mercury VirtualTerminal via your Web Browser: 

 

Enter https://vt.mercurypay.com/ into the browser address bar. You will be directed to the 
VirtualTerminal login page. Enter your User Name and Password, review the License Agreement, and 
click Login. 
 

 
 

 
From the available list, select the Terminal you wish to process from, and click Continue. 
 

Enter your User Name and Password, review 

the License Agreement and click Login. 

https://vt.mercurypay.com/
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Accessing Mercury VirtualTerminal via the MercuryView Portal: 

 
Login to the MercuryView portal at https://portal.mercurypay.com 
 

 
 

Once logged in, select the “Virtual Terminal” from the top menu. 
 

 
 

Enter your User ID and 

Password, and click OK. 

Click on VIRTUAL 

TERMINAL in the 

top menu. 

https://portal.mercurypay.com/
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Select the terminal on which you would like to process transactions. 
 

 
 

Re-enter your portal login credentials and start using Mercury VirtualTerminal. 
 

 
 
 

Click on the 

Select button 

next to the 

terminal on 

which you would 

like to process 

transactions. 

Enter your User Name and Password, review the 

License Agreement and click Login. 
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Mercury VirtualTerminal: Home Page 

There are five components to VirtualTerminal: Credit, Gift, EBT, Batch and Admin*.   
 

 
*Note:   The Admin functionality is only available to Merchant Owners and Co-owners. 

 

  
 

The Merchant’s DBA name and Terminal ID number 

will appear at the top of each screen within the 

VirtualTerminal application. 

The Tax Rate and Gratuity are customizable per the 

Admin function. (See page 22 for details.) 
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Mercury VirtualTerminal:  Credit Processing 
From the Credit tab, select the appropriate transaction type from the drop-down menu. Transaction types include Sale, 
Return, Pre Auth, Pre Auth Capture, Voice Auth, Void Sale, and Adjust. 
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Sale 
Runs a standard sale transaction authorized for a single total amount. 
 

 
 

 
  

1. Key in the amount of the sale in the Net Amount field.   
2. Configuring the Tax Rate is optional and is established by the merchant through 

the admin setting (see page 22). Tax will be calculated automatically to your sale 
based upon your set tax rate. 

3. If you have enabled the Gratuity field in your Admin settings, the Gratuity field will 
appear. Enter a gratuity amount, if applicable. 

4. The total of Net Amount, Gratuity and Taxes will appear in the Total Amount field. 
5. In the Payment Information field, select either Swipe card or Manually enter card 

number. Then swipe the card or key the card number in the Card Number field.  
6. Enter the Expiration Date.  If you swipe in the card data, the Card Number and 

Exp Date fields will populate automatically and appear with the card numbers 
masked.   

7. Use the optional 16 character numeric Invoice field if you would like to create a 
unique invoice number. (The system will assign an invoice number of date and 
time if this field is left blank.) 

8. The optional Address and Postal Code fields are used to comply with Address 
Verification System (AVS) requirements on manual transactions. The address field 
uses the numeric street number only, e.g. you may only wish to enter “123” for 
“123 Main St.” 

9. The optional CVV field is for manual transactions where this additional card 
security information is required. (The Address, Postal Code & CVV fields are 
disabled when running swiped credit transactions, but may impact processing 
rates if not used for manual transactions.)   
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Upon completion of an approved transaction, a receipt image will appear in the window. You may print and/or email the 
receipt. To print the receipt, select the Print button. To email the receipt, select the Email button.  
 

 
 
  

To print the receipt, select the 

Print button. To email the receipt, 

select the Email button. 
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After selecting the email button, an email receipt window will appear. Type the recipient’s email address in the To field 
and click on the Send button. (You may add up to two email addresses separated by a semi colon.) Please refer to the 
Admin Settings instructions on page 21 in order to customize the From, CC and Subject fields within the email receipt. 
 

 
 
  

Enter the recipient’s email 
address and click on the Send 
button. 
. 
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Return 
Runs a return (or “credits back to the card”) on a credit card from a previously closed batch. This transaction type 
follows the same procedures as a standard sale. 
 

 
 

Pre Auth 
 Runs a pre-authorization which returns a 6 digit approval code authorizing the funds on that specified card to be held.  
A Pre Auth requires a follow up Pre Auth Capture in order to complete this transaction. 
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Pre Auth Capture 
This transaction type captures the funds that were preauthorized by a Pre Auth usually in connection with the addition 
of a gratuity amount. This transaction type must use the 6 digit auth code you received upon running the Pre Auth.  
 

 
 

Voice Auth 

 Runs a credit transaction, capturing funds you secured from a previously completed telephone Voice Authorization to 
Visa/MasterCard/Discover or American Express. To run a Voice Auth, you must key in the 6 digit voice approval code 
received from the authorizing card company.  
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Void Sale 
Voids a transaction that was processed in the current batch. To process a Void Sale you will need the 4 digit reference 
number of the transaction you would like to void. This reference number can be found on the receipt or on Mercury’s 
MercuryView portal.  
 

 
 
Adjust 
 Runs an adjustment to the total of a previously run Sale transaction in the current batch. To run an Adjust, you will need 
the 4 digit reference number for the original transaction for which you are adjusting. This reference number can be 
found on the receipt. 
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Override Dupe 
Mercury has system-wide safeguards in place to prevent unintentional duplicate transactions. If a transaction is 
duplicated, the system returns a DECLINE AP DUPE error message. Yet, from time to time, there is a legitimate reason to 
run a second transaction for the same amount on the same card in the same batch. If you receive the DECLINE AP DUPE 
error message and it is a legitimate charge, check this Override Dupe box. 
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Mercury VirtualTerminal:  Gift Card Processing 

 
Select the Gift tab. Now use the drop-down menu to select the gift transaction type you wish to run: Sale, Return, Issue, 
Void Issue, Void Sale and Balance. 
 
Sale 
Runs a sale on a previously issued (activated/loaded) gift card. 
 
Return  
Use to “return money to” or reload additional funds to a gift card. 
 
Issue 
When a gift card is initially purchased, use Gift Issue to put an initial amount (activate/load) onto a gift card.   
 
Void Issue 
 Use to void the issuance of an unused gift card.   
 
Void Sale 
Use to void a single gift sale transaction.  You will need to enter the exact amount and a 6 digit reference number (found 
on the receipt) in order to complete this transaction type. 
 
Balance 
Use to find the balance available on a gift card. Balance information will also appear in the receipt window and on any 
receipts printed. 
 

 
 
Note:  Remember all Mercury® gift cards need to be issued (also termed activated or loaded) before any subsequent 
transactions can be processed.  
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As with Credit Card processing, you may either swipe or manually enter the gift card information.   
 
Note: On the back of our gift cards is the primary gift card number followed by a dash and a security code. When 
manually entering a gift card, use the primary card number only.  An expiration date is not required for Gift Card 
transactions. 
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Mercury VirtualTerminal: EBT Processing 

 
Select the EBT tab. Select the Voucher transaction type from the drop-down menu.  

1. Enter an EBT (Electronic Benefits Transfer) card number in the Card Number field. 
2. Enter the amount of the voucher in the Amount field. 
3. Use the auth code obtained by telephone voice authorization request and enter it in the Auth Code field. 
4. Use the voucher number printed on the voucher document and enter it in the Voucher field. 
5. Use the optional Invoice field if you would like to create a unique invoice for this transaction. 
6. Then click Process. 
 

 
 

Note:  For EBT voucher processing, there are no swiping capabilities, only manual card number entry is available.  



 

 20 

|     Smart Payment Processing™ 

10 Burnett Court, Suite 300  |  Durango, CO 81301 
For support questions, contact: 800-846-4472 

Mercury VirtualTerminal: Batch Function 

 
The Batch utility features two batch-related functions: Batch Summary and Batch Close. 
 
Batch Summary 
Select the Batch Summary link in order to see a summary report of the batch number, total number of items, total dollar 
amount processed, total sales and total returns in the current open batch. You may choose to email, print, or close this 
window. 
 

 
 
Batch Close 
 Use the batch close function to close the current open credit card batch.  A small prompt window will appear with the 
total item count and total amount. Click Continue if the information is correct.  
 

 



 

 21 

|     Smart Payment Processing™ 

10 Burnett Court, Suite 300  |  Durango, CO 81301 
For support questions, contact: 800-846-4472 

Mercury VirtualTerminal: Admin Settings 

The Admin settings allow users with administrative permission to customize the agreement statement, greeting 
message and phone number for your receipts as well as define email settings for sending receipts via email. Please note: 
The default settings for the Agreement Statement and Greeting are displayed below. The default settings for the From 
Address and Subject fields for the receipt are currently set at “returns@mercurypay.com” and “VirtualTerminal 
Receipt.” There is no default setting for the CC Address, by default it is blank. To access the Admin settings, navigate to 
the Admin tab and select the Settings link.  

1. In the Admin Settings window, edit the default text for the agreement statement, greeting message and/or 
phone number to customize your receipt.  

2. Additionally, you may edit your email settings. Define a “From” email address to indicate to customers the origin 
of the receipt. Optionally, you may define a “CC” or “BCC” address. You can include more than one email 
address in these lines, separated by “;”. Finally, define a subject for your emails that identifies the content of the 
email to your customers. The default value is “VirtualTerminal Receipt.”Save and close the Admin Settings 
window to update VirtualTerminal.  
 

 
 
(continued on next page.) 

  

Enter customized information 

into the Agreement Statement 

and Greeting fields. You may also 

wish to add a phone number in 

the Phone Number field. If no 

phone number is desired, clear 

out the characters and press 

Save. 

 

Customize Email Settings by 

entering information in the 

From, CC, BCC and Subject 

fields. Multiple addresses can 

be separated by “;” 

mailto:returns@mercurypay.com
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3. Finally, you may customize your tax rate and either enable or disable the gratuity feature. Please enter the 

gratuity rate as a percentage (shown here as 7.500). To enable gratuity, place a check in this box. To disable 
gratuity, uncheck this box. 
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Mercury VirtualTerminal Card Readers and Printers 

 

USB Magnetic Stripe Card Readers/Card Swipers 

Mercury Payment Systems® has tested two card readers with the VirtualTerminal: 

 MagTek USB  Mini Magstripe Card Reader, part number 21040108. 

 IDTECH card reader, model IDMB-334112B. 
 

Printers 

The Mercury VirtualTerminal uses your system’s default Windows printer for printing receipts. Mercury has tested two 
receipt printers with the VirtualTerminal: 

 Epson M129C 

 SNBC BTP-2002NP (currently in testing) 
If you intend to use the VirtualTerminal in conjunction with a receipt printer, follow the manufacturer recommendations 
for installing and configuring the printer.   
 
Note:  Our testing was done with USB connections. 
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Mercury VirtualTerminal: Help Menu 

Included in the VirtualTerminal application is a Help menu. The Help menu provides detailed information for each of the 
functions of the VirtualTerminal application and follows the same tabbed menu. 
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Mercury VirtualTerminal: Permission Delegating 

VirtualTerminal will only show up for personnel in your business that has been assigned role definitions of “Owner,” “Co-
Owner” or “Primary Contact”.  You may delegate this access to others in your business through the “Account Settings” 
menu option in MercuryView portal. 
 

Login to the MercuryView portal at https://portal.mercurypay.com 
 

 
 
  

Enter your User ID and 

Password, and click OK. 

https://portal.mercurypay.com/
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Once logged in, select the “Account Settings” from the top menu. 
 

 
 
Click on “Permissions.” 
 

 
 

  

Click on ACCOUNT 

SETTINGS in the top 

menu. 

Click on 

Permissions. 
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Change Access Level to desired level. 
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Mercury VirtualTerminal: Mobile Version 
 

VirtualTerminal can also be accessed from your mobile smartphone (tested on iPhone, BlackBerry, and Android). Please 
note: The mobile browser version of VirtualTerminal only accepts manually keyed entry transactions. 
 

Login to VirtualTerminal mobile: https://vt.mercurypay.com.  Enter your current MercuryView user name and 
password to login. Please note: By selecting “Login,” you agree the License Agreement. Click through to the License 
Agreement to read it in full. 

 
 

 
Once logged in, select the account you wish to process transactions against from the list of eligible accounts.  If you 
only have one eligible terminal, it will select that one for you and move to the next screen. 
 

 
 

Eligible transaction types are Credit, Gift, and Batch. 
 

https://vt.mercurypay.com/
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For Credit, eligible transactions are Sale, Return, Pre Auth, Pre Auth Capture, Voice Auth, Void Sale, and Adjust.  At any 
time, you can click on the Tender Type to return to the transactions menu. 
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For Sale transactions, key in the amount of the sale in the Net Amount field.  The Tax Rate is established by the 
merchant through the admin setting on the desktop web browser. (The mobile version of VT does not include Admin 
functionality.) Tax will be calculated automatically to your sale based upon your set tax rate. If you have enabled the 
Gratuity field in your Admin settings, the Gratuity field will appear. Enter a gratuity amount, if applicable. In the 
Payment Information area, enter the card number and expiration date. Use the optional 16 character numeric Invoice 
field if you would like to create a unique invoice number. (The system will assign an invoice number of date and time if 
this field is left blank.)The Address and Postal Code fields are used to comply with Address Verification System (AVS) 
requirements on manual transactions. The address field uses the numeric street number only. The CVV field is for 
manual transactions where this additional card security information is required.  
 

 
 
 
 

 
 
 
A credit receipt will display after successful processing.  The messages at the bottom of the receipt are the custom 
messages available from the Admin tab in the web-based version of VirtualTerminal. (The mobile version of VT does not 
include Admin functionality.) 
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Email is available for the receipt since printing is not common on mobile devices. 
 

 
 
A successful email confirmation is received after it is sent. You may also resend the email. 
 

 
  



 

 32 

|     Smart Payment Processing™ 

10 Burnett Court, Suite 300  |  Durango, CO 81301 
For support questions, contact: 800-846-4472 

For Gift, eligible transactions are Sale, Return, Issue, Void Issue, Void Sale, and Balance. 
 

 
 
For Gift Sale, required fields are Card Number and Amount. 
 

 
 
For Gift Balance, required field is Card Number. 
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For Batch functions, Batch Summary and Batch Close are available transactions. 
 

 
 
A receipt will display for both of these transactions with the same email capability as is in the other transaction types. 
 

 
1.  

 
 

Mercury VirtualTerminal: Transaction Reporting 
At any time, you can log on to Mercury Payment Systems' MercuryView portal, www.mercurypay.com  and view your 
transaction and batch information.  

http://www.mercurypay.com/

