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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:

[}
. Mark's / S
CoMmMERCIAL Questions? Call us 1.855.592.7444

PMark’s

OMMERCIAL Questions? Call us 1.855.502.7444 Rg

Working together “ A
towards an incident - Login

For login istance, or to unlock your t, pl contact Mark's Commercial:

free fU'l'U re. : ' ‘ 1-855-592-7444 or mark ial.inqui ieagmarks.com

Please note that after 10 failed login attempts, your t will be locked out.
Need help placing an order? Click here to view our User Guides

Get Started

™
— ' b
Select the Checkbox j Llmauee |
_OCIECE ENE LAECKDOX
Forgot password? Click here to reset m M

Click here to reset

forgotten password



http://www.markscommercial.com/
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Changing Language Selection

Click here to change your language selection. This can

be done at any time including before login.

F 9
Questions? Call us 1.855.5927444 {g

I*l English (Canada)

I*l Francgais (Canada)

_( OMMERCIAL
Product name or item number...

| L'EQUIPEUR

COMMERCIAL

PLACE AN ORDER MY ACCOUNT ORDER HISTORY USER GUIDES

« Back
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Administrative Feature: Adding new sub-account (employee)

il v F 4

Questions? Call us 1.855.592.7444 L

Click My sub-accounts M kl
aftel" |n|t|a| |Og|n. If . ar s Product name or item number...

. COMMERCIAL
already navigated Click New sub-account

elsewhere on the Slte, PLACE AN ORDER MY ACCOUNT ORDER HISTORY to add emloees to
click My Account then —
click
My sub-accounts

the system

Sub-accounts

Account Dashboard

My company details m
My profile

My orders

Nl = S5 No sub-accounts created yet. Click the “New Sub-Account” button to create a sub-account.

>My sub-accounts

Authorizations

Reports ~
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Administrative Feature: Adding new sub-account (employee)

L tto t
ss
Email CC i
completior
Enter Email E-mail address* E ipment
address which will
be used for login Password Office location - —
and must be 4 Password should be at least 9 characters long
A Department -
unique )
_ Confirm password
Function v d Optional fields
Create a password Force password reset ————
Min. 9 characters, POMultiFieldName =
must contain at 8
least 1 letter and 1 J c =
number/special = .
aare
character
ddre
I order
Req prova d
Pos
tomerld 00244339, TORONTO TRANSIT BOOT 2013-2015
Enter the Employee’s
C000295314, 00244339 Test Account - B = phone number

The employee should be able to log into the site immediately with their new
credentials, but it may take up to 24 hours for their voucher to become available. If you

run into any issues, please email



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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Administrative Feature: Updating Employee Entitlement (Dollars)

il v F 4
Questions? Call us 1.855.5027444 g

Customer service

. Mal k s e n -!

COMMERCIAL

ClICk On My Account to R MY ACCOUNT ORDER HISTORY
access then click on -

F

My sub-accounts in the Back
Account Dashboard

Sub-accounts | New sub-account 3 |
Account Dashboard
My company details m

My profile

My orders

My Qegasdtconates No sub-account b a sub-account.

Search for the employee by Name

>My sub-accounts

Authorizations

Reports ~

Sub-accounts New sub-account 3

Jane m
Name a Email Associate ID Active Authorize Order Prices Approval Threshold m

Jane

Test  Jane@testcom 00011 v X X - n
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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 el s
Contact €000340471, Jane Test, T2C 3E7, AB, Canada
Employee Id 00011
Name* Jane Test

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

se X
Update entitlement points
To adeSt entitlement for eXiSting Entitlement Program Reward . . Available Increase Decrease Transaction CorFEft
employees, use the program description point id Sl points points points date Sl
increase/decrease fields to make 7 00285872 -
/ . EP000000144 DEMO Amg”m CAD 0 0 0 2019-01-(f5) n
balance adjustments ACCOUNT ®

Update entitlement points

To adjust entitlement for a new E— S
employee, ﬁrst add the program description

Available Transaction

Comment

Currency

date

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

Select program No entitlement points avaliable

EP0O00000089

Select program ~ Add program )
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One-time Use Digital Vouchers

One Time Use

The voucher is valid for a single eligible in-store purchase. Once used, it cannot be used again.

No carry-over of the balance
Any amount left unused after the first eligible purchase is forfeited and will not be available for a future transaction.

Returns

If an employee returns eligible, unworn merchandise within the applicable return period, the full voucher entitlement value will be reinstated to
the voucher balance.

If a replacement voucher is required
If a second voucher must be issued to the employee for any reason, select the Replacement program from the Select a program drop-down list.
The program description will clearly state “Replacement” to ensure the new voucher is issued under the correct program.

Visibility after use

The original voucher will remain visible until the program's expiry date, but the balance will show S0 once it has been used.

Close X
- .
Update entitlement points
PrOEFA tVD8 Entitlement Program Reward CUTTeRGY Available Increase Decrease Transaction comment
gram type program description point id Y points points points date
Initial DV -

For replacement certificates:
Select the program named In Store EP000002000 Am(g;’"t CAD 150 0 0 2026-f3)
“Replacement”.

2026
Replacement
DV -
EP000002001 ~ Add program )
Sept 2026
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Administrative Feature: Disabling a sub-account (employee)

i1
Questions? Call us 1.855.5027444 g

Cust

. Mal k s e n -!

COMMERCIAL

ClICk On My Account to R MY ACCOUNT ORDER HISTORY
access then click on -

F

My sub-accounts in the Back
Account Dashboard

Account Dashboard
My company details
My profile

My orders

>My sub-accounts

or employee ID

Authorizations

Reports ~

Sub-accounts EIXXEN
| search 3 |

My crgaimiaaanlates WEEREEM Search for the em ployee by \NElna =l @ svo-account.

v F 4

omer service

Sub-accounts T

Jane m

Name a Email Associate ID Active Authorize Order Prices Approval Threshold
JTae r;f jane@test.com 00011 v X X v

P cicoci
Bo
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Administrative Feature: Disabling a sub-account (employee)

[
Edit sub-account
Entitlement points

Shipping addresses View addresses )

Contact C000506838, Jane Johnson, 205 QUARRY PARK BLVD, T
Employee Id 109876

Name* Jane Johnson

E-mail address [must be
jane.johnson@dvdemo.com
unique]*

Password

. 1 Password should be at least 9 characters long.
Uncheck this

checkbox
Confirm password

N

Active v

Once unchecked the employee will no longer be able to log in to the site. If they

previously downloaded their voucher, it will no longer work in store.
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For assistance please email:
MarksCommercial.DigitalVoucher@marks.com



mailto:MarksCommercial.DigitalVoucher@marks.com
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