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Administrative Features
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Logging in on a desktop or laptop is recommended
to access administrative features

Go to: www.markscommercial.com
and login:

Enter E-mail address

Enter Password

Select the Checkbox
Click Login

Click here to reset 
forgotten password

http://www.markscommercial.com/
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Click New sub-account
to add employees to 

the systemClick on My Account to 
access then click on 

My sub-accounts in the 
Account Dashboard

Click My sub-accounts 
after initial login. If 
already navigated 

elsewhere on the site, 
click My Account then 

click 
My sub-accounts

Administrative Feature: Adding new sub-account (employee)
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Enter Employee 
First and Last Name

Enter Email 
address which will 
be used for login 

and must be 
unique

Enter the Employee’s 
phone number

Create a password
Min. 9 characters, 

must contain at 
least 1 letter and 1 

number/special 
character

Click SAVE 

Optional fields

Administrative Feature: Adding new sub-account (employee)

Enter Employee ID

There is an additional step required to enable digital vouchers for new employees. This 
must be completed by the Mark’s Commercial team. If you have created one or more 
new sub accounts (employees) email their first and last names as well as their employee 
ID to MarksCommercial.DigitalVoucher@marks.com We aim to complete these steps 
within 2 business days.

mailto:MarksCommercial.DigitalVoucher@marks.com
mailto:MarksCommercial.DigitalVoucher@marks.com
mailto:MarksCommercial.DigitalVoucher@marks.com
mailto:MarksCommercial.DigitalVoucher@marks.com
mailto:MarksCommercial.DigitalVoucher@marks.com
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Click on My Account to 
access then click on 

My sub-accounts in the 
Account Dashboard

Click on My Account to 
access then click on 

My sub-accounts in the 
Account Dashboard

Administrative Feature: Updating Employee Entitlement (Dollars)

Search for the employee by Name

Click to Edit 
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To adjust entitlement for existing 
employees, use the 

increase/decrease fields to make 
balance adjustments

To adjust entitlement for a new 
employee, first add the 

entitlement program and then use 
the increase/decrease fields to 

make balance adjustments

Administrative Feature: Updating Entitlement

Select Update entitlement points
to add or adjust entitlement on the 

Manage Sub-accounts screen
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For assistance please email:
MarksCommercial.DigitalVoucher@marks.com

mailto:MarksCommercial.DigitalVoucher@marks.com
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