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Administrative Features
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Logging in on a desktop or laptop is recommended PN N N
to access administrative features \CHa\\G )
Go to: WwWw.markscommercial.com
and login:
BEMark’s / .
EMark’s R
Working together A
towards an incident Login
free future. Vi ‘ it tha 144 o markesammereial inquirostmans o R

Need help placing an order? Click here to view our User Guides
Get Started

E-mail address [must be

unique]*

— 'm not a robot
reGRPTO nging s term of servioe
Take set Pivacy
FOMEOT password? Click here to reset m M

Click here to reset

forgotten password


http://www.markscommercial.com/
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Administrative Feature: Adding new sub-account (employee)

T B F 5

127444 L

WMark'’s o -
COMMERCIAL
already navigated Click New sub-account
click My Account then V the system

click

My sub-accounts sub_accounts

Click My sub-accounts
after initial login. If

FBack

»My sub-accounts
Authorizations

Reports ~
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COMMERCIAL

Administrative Feature: Adding new sub-account (employee)

Add new sub-account

Enter Employee ID

Enter Employee
First and Last Name = Name

Enter Email
address which will
be used for login
and must be i Password should be at least @ characters long
unique

ranenr - Optional fields
Create a password Force password reset

Min. 9 characters, e
must contain at .
least 1 letter and 1
number/special
character

Enter the Employee’s

C000295314, 00244339 Test Account

phone number
m

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 We aim to complete these steps
within 2 business days.
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Administrative Feature: Updating Employee Entitlement (Dollars)

27444 ‘-

JMark’s oo o -

COMMERCIAL
access then click on ’

My sub-accounts in the Back
Account Dashboard

Sub-accounts EIZxn

»My sub-accounts

Authorzations

Reports ~

Sub-accounts
Name a Email Associate ID Active Authorize Order Prices Approval Threshold m

ok jane@test.com 00011 v b ¢ X v - n T

Test
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Administrative Feature: Updating Entitlement

Edit sub-account

Select Update entitlement points Entitlement points
to add or adjust entitlement on the
Manage Sub-accounts screen Shipping addresses m
Contact C000340471, Jane Test, T2C 3E7, AB, Canada
Employee Id 00011
Name* Jane Test

E-mail address [must be
X jane@test.com
unique]* ‘

Close X
Update entitlement points
To adjust entitlement for existing Enti Program Reward _ - Available Incre Dec \nsactior F—
employees' use the pr '16‘5(‘\;,‘1\1 n point id po nts P date
i i =7 00285872 -
|ncrease/decreas_e fields to make 000000134 eme | Amount . 0 5 e a
balance adjustments ACCOUNT )
Update )
..... X
Update entitlement points

To adjust entitlement for a new .
employee, first add the pr

entitlement program and then use
the increase/decrease fields to
make balance adjustments

Select program No entitlement points avaliable
EPO00000089

Select program - Add program )
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For assistance please email:
MarksCommercial.DigitalVoucher@marks.com
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