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Log In 

a. First-Time Login 

1. Upon registration, you will receive two separate emails: 
o One containing your User ID. 
o One containing your temporary password (sent from 

donotreply@commercecontrol.com). 
2. Navigate to the Control Center sign-in page: www.commercecontrol.com. 

 

o Enter the User ID provided via email and click Sign In. 
3. Enter your temporary password and click Sign in with Password. 

Note: 

o To change your User ID, click the Edit icon and return to Step 2. 
o To view the password entered, click the See icon. 

4. Set your permanent password: 
o Type your temporary password in the Old Password field. 
o Create a new password that meets the security requirements and enter it in 

both the New Password and Confirm Password fields. 
5. Click Submit to continue. 
6. You will receive a confirmation message that your password was successfully 

updated, along with a confirmation email. 
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Home Page 
 

After logging in, you will land on the Home Page, which provides access to all 
functionalities. 

 
 
 
1. Main Menu. Principal options to navigate through Control Centre:  

 Home  Main page.  
 View  Reports  
 Manage  User Management, User Settings, Schedules, Saved Templates  

 
2. What’s New. Updates from the releases done that are important to know by the user  
3. Today’s Report. Section from where the reports scheduled are available  
4. Notifications. Section to get notification about specific events. From here users can 

access to the inbox to check all the notifications received.  
5. Announcements. Section to share important messages of upcoming releases or changes  
6. My account. Section to add and update user preferences  
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b. Recurring Login (Subsequent Access) 

1. Go to www.commercecontrol.com. 

 

2. Enter your User ID. 
3. Click Sign In. 
4. Enter your password and click Sign in with Password. 
5. A 6-digit verification code will be sent to your registered email. Enter this code on 

the screen. 

 

o Note: The code is valid for 15 minutes only. 
6. You may also set up login using a Passkey for quicker access. 
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Manage  
 
In Manage option of the menu, user will be able to access Inbox/Saved/Scheduled reports, 
and User Settings. From the User Settings, merchants will be able to add and update user 
preferences such as emails, language, etc. To receive scheduled reports, it is mandatory to 
provide a valid email address. 
 
To add email, follow these steps:  
 

1. Select Manage, then User Setting 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Report Delivery

 
 

User Settings can also 
be accessed by 
selecting the "My 
Account" icon 
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3. Select Add Config and enter the preferred email address for receiving scheduled 

reports. 

 
4. Once email is confirmed, select Send code; a one-time code will be sent to the email 

from donotreply@commercecontrol.com 
5. Input the one-time code and submit. 
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Authorization, Funding, Settlement 

 
Control Centre provides a list of Reports that can be customized by the user using the filters 
and grouping to get the report as user wants. Once a Report is generated, it can be saved as a 
template, which will keep the parameters and filters that you selected. The View Screen 
allows the merchant to find the required data on authorized transactions, fundings or 
settlements. 
 
To retrieved data, follow these steps: 
 
1. Select ‘View’. 
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2. From ‘Category’ drop down, ‘Authorizations’, Funding or Settlement can be selected 

‘Overview’ will give a quick visualization of the selected category, while ‘Search’ 
provides a more detailed report. 

 
 

3. If ‘Overview’ is selected, set the required dates from ‘Range 1’ and then ‘Generate’ 
from the top right corner. 

  
 
This will give a comparison of the previous number of days selected to the actual 
days selected.  
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4. If ‘Search’ is selected, set the required dates from ‘Date Range’ and then ‘Generate’ 
from the top right corner. 

 
You can customize the output of the Search result by adding or removing fields using 
the ‘Fields Drop down’ 
 
Consideration: If user have access to more than one business account and want 
to generate a report for a specific account, click the Add Filters button. In the 
search bar, type Site Hierarchy and select it. The Site Hierarchy filter will 
appear, use the dropdown to select the desired account.  

 
 
The download button can be used to save the data generated as a ‘.xlsx or .csv’ file. 
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b. Recurring Login (Subsequent Access) 

1. Go to www.commercecontrol.com. 

 

2. Enter your User ID. 
3. Click Sign In. 
4. Enter your password and click Sign in with Password. 
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6. You may also set up login using a Passkey for quicker access. 
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4. If ‘Search’ is selected, set the required dates from ‘Date Range’ and then ‘Generate’ 
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Scheduling Reports 
 
 
Reports can be scheduled on a periodic basis. The Schedule button allows to generate a one 
time or recurring report from search results using the available parameters and filters with the 
objective to monitor and manage business information 
 

1. Generate the required report. 
2. Click ‘Save/Schedule’ and a left window will display. 
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3. Customize the display options in the left panel according to user preferences.  

 
 

 To generate a one-time report, select the "One-Time" option in the toggle. For 
recurring reports, choose the "Recurring" option. 

 Name (required). Complete the Name field with the name of the file you want to 
schedule.  

 Select the file format (required). There are various formats available for each 
report type. The available options will change based on the report type being 
requested.  

 Include to date. Check this box if you want to add in the name the end date of the 
report in the name of the file (this is a variable).  

 Include from date. Check this box if you want to add in the name the start date of 
the report in the name of the file (this is a variable).  

 
 Deliver To (required). Place where you will receive the report: Inbox (Control 

Centre) or Email (not always allowed, it may vary depending on the report type).  
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‘Overview’ will give a quick visualization of the selected category, while ‘Search’ 
provides a more detailed report. 
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This will give a comparison of the previous number of days selected to the actual 
days selected.  
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4. Click on Confirm button to complete the schedule. 

 
 

 
5. A confirmation of the schedule will appear on the screen. 
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Manage Schedule Reports 
 
Once a Report is scheduled, you can go to Manage screen from the menu to download, view, 
edit, delete, or use to re-schedule a report. 
 

 
 
To delete a Saved Template, follow the steps below: 

 click on the (Delete) icon at the right of the row under Actions column in the table. 
 You will receive a message to confirm if you want to delete the saved template. 
 Click on Delete button to complete the action or ‘Cancel’ to abort the deletion of the 

saved template. 
 Saved template will be deleted after clicking on Delete button. 

 
Consideration: If a Saved template is deleted and a scheduled report was created based on it, 
the deletion will not affect the schedule. 
 
To edit a Schedule Report, Follow the steps below: 

 click on the (Show schedule details) icon at the right of the row under Actions 
column in the table. 
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 Click Edit Schedule 

 
 Edit the parameters need to change and click confirm. 
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 Click Edit Schedule 

 
 Edit the parameters need to change and click confirm. 
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APPENDIX 
 

Settlement 

 Account Last 4 # 
 Auth Code 
 Batch Date 
 Batch No. 
 Funded Date 
 Network 
 Payment Method 
 Processed Currency 
 Process Sale Amount 
 Reject Reason Code 
 Site ID (BE) 
 Site Name 
 Transaction Mode 
 Transaction Status 
 Transaction Type 
 Transaction Charge 
 Transaction Date 
 Terminal ID 

Funding 

 Site ID (BE) 
 Batch Date 
 Funded Date 
 Batch No. 
 Minor Category 
 Product Code 
 Account Currency Net Amount 
 Debit Amount (MDR/Fee) 
 Transaction Amount 
 Processed Currency 

Authorization 

 Account # 
 Decline Reason 
 Terminal ID 
 Amount 
 Transaction Date & Time 
 Auth Currency 
 Network 
 Payment Method 
 Auth Code 

APPENDIX
Settlement

Funding

Authorization
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3. Customize the display options in the left panel according to user preferences.  

 
 

 To generate a one-time report, select the "One-Time" option in the toggle. For 
recurring reports, choose the "Recurring" option. 

 Name (required). Complete the Name field with the name of the file you want to 
schedule.  

 Select the file format (required). There are various formats available for each 
report type. The available options will change based on the report type being 
requested.  

 Include to date. Check this box if you want to add in the name the end date of the 
report in the name of the file (this is a variable).  

 Include from date. Check this box if you want to add in the name the start date of 
the report in the name of the file (this is a variable).  

 
 Deliver To (required). Place where you will receive the report: Inbox (Control 

Centre) or Email (not always allowed, it may vary depending on the report type).  
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Understanding Authorization, Settlement, and Funding 

When accepting card payments, three key processes occur: Authorization, Settlement, and 
Funding. 

1. Authorization 

 Definition: The cardholder’s bank (issuing bank) approves or declines the 
transaction. 

 How it works: 
1. The customer uses their card at your POS terminal or online store. 
2. Transaction details are sent to the card network (e.g., Visa, Mastercard). 
3. The issuing bank verifies funds, validity, and security. 
4. The bank sends back an approval or decline message. 

 Key Point: No money moves at this stage; the bank places a hold on the cardholder’s 
account. 

 

2. Settlement 

 Definition: The process of transmitting approved transactions for payment. 
 How it works: 

1. At the end of the day, your terminal batches approved transactions. 
2. The acquiring bank forwards them to the card networks. 
3. Card networks route transactions to issuing banks. 
4. Issuing banks release held funds to your acquiring bank. 

 Key Point: Settlement is like “clearing the day’s sales” so funds can move. 

 

3. Funding 

 Definition: The deposit of funds from card sales into your business bank account. 
 How it works: 

1. After settlement, your acquiring bank receives funds from issuing banks. 
2. The acquiring bank deducts fees (processing, interchange, service charges, 

etc.). 
3. The net amount is deposited into your merchant account (typically 1–3 

business days). 
 Key Point: This is when you receive payment from transactions. 

 

 Summary 

 Authorization = Bank checks and holds funds. 
 Settlement = Transactions are finalized. 
 Funding = Money deposited into your account. 
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3. Customize the display options in the left panel according to user preferences.  
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 Deliver To (required). Place where you will receive the report: Inbox (Control 

Centre) or Email (not always allowed, it may vary depending on the report type).  
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