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Section 1: Getting Started 
Section 1.1: Enrollment/Adding Users 
Email compass.support@celerocommerce.com to request the Add User Form for enrollment.  This form will outline 
necessary data required to enroll an account as well as the permission levels known as ‘user classes’ which a profile may 
have access.  Request to enroll a new user may only be completed if submitted or approved by a user of the Admin level. 

Note: For security purposes, two step verification is required.  Provide a mobile number that receives text messages.  

Section 1.2: Activate Your Account 
Once your profile has been established, an activation email will be sent from compass.support@celerocommerce.com.  
Click the “Activate Account” link within the email.  The link is valid for 24 hours.  

 

You will be prompted to enter your temporary password as well as a new password.  Passwords must be at least eight 
digits in length and both letters and numbers.  
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Section 1.3: Logging In   
To log into Compass, visit www.celerocompass.com.  It’s is recommended to use Google Chrome browser.  
You may recover your username or reset your password using the “Forgot Username or Password?” 
locating on the login page.  

 

 

Section 1.4: Two-Factor Authentication  
After your initial login, an authorization code sent to the mobile number on your user profile will be requested.  This 
code is valid for 30 minutes.  You may check the box to utilize the authorization code for 30 days on this device.    
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Section 2: User Profile Settings 
Section 2.1: Accessing Settings 
At any time, you may update the settings on your user profile.  To access setting, click your name in the top right corner 
of any window, and then click “Settings.” 

 

Section 2.2: Changing Profile Information 
Under the “User Settings” tab, you can change your profile information.  Profile information on your account may 
appear within email templates when providing electronic applications, product emails, etc.  Mobile Number is used for 2 
step verification.  

 

Section 2.3: Updating Password 
Also, on under the “User Settings” tab, you may update your password at any time.  
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Section 2.4: Adjusting Notifications  
Also, under the User Profile Setting menu is the “Notifications” tab allowing you to control how you receive 
notifications.  Hovering your cursor over the question mark icons next to a notification title presents a description.  

 

Section 3: Navigating the Dashboard 
The dashboard is located on the homepage.  From any page, you can return to the home page by selecting the house 
icon on the left of the upper menu bar.  

Section 3.1: Menu Bars 
The Compass homepage contains two menu bars – upper and lower.  The upper menu is used to navigate to other 
specialized pages while the lower transitions tabs on the dashboard.  Tabs on the lower menu bar may vary based on 
your user class’s permission settings, special projects occurring, or published announcements.   
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Section 3.2: Search Tool 
At any time, you may use the search bar in the upper menu bar to locate a merchant detail record, lead record, or 
helpdesk ticket.  You may search by a variety of fields such as DBA, Merchant ID, or contact name.     

 

Section 3.3: Top Portfolio Performers 
The “Top Performers” chart located on the homepage dashboard lists your ten highest volume relationships month-to-
date.  You can select a merchant from the chart to view the individual merchant record or select “View All” to expand to 
your whole portfolio.  
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Section 3.4: Merchant Portfolio Reporting 
After selecting “View All” under the “Top Performers” chart from the homepage dashboard, your entire merchant 
portfolio will be visible.  Dependent upon your user class’s permission settings, this list might reflect your relationships 
by individual, team, or groups.  Your merchant list can be filtered using the dropdown options and date ranges, sorted 
by selecting a column header, restricted by selecting a “Portfolio Breakdown” graph segment, customized by selecting 
the gear icon to select/deselect data columns to display, and exported to Excel or CSV by selecting “Export.”  

 

Section 3.5: Portfolio Activity Graph 
The “Approved Accounts” graph located on the homepage dashboard illustrates your production over the past 13 
months.  Selecting a category in the graph legend will remove or apply that segment.  Depending on your user class’s 
permission settings, you may be able to select a segment within a month’s bar to view a report on specific merchants 
counted. 
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Section 4: Merchant Detail Records 
Section 4.1: Locating Merchant Detail Records 
Merchant records can be located using the search bar in the upper menu bar, “Top Performers” chart on the homepage 
dashboard, or the merchant portfolio view after selecting “View All” under the “Top Performers” chart.  

Section 4.2: Deposits & Batches 
Each merchant detail record provides deposit totals that can be filtered by month as well as a graph of daily volume and 
transactions.  Clicking an individual batch under the “Daily Deposits” chart will list all transactions within a batch.  

 

Section 4.3: Pending Transactions 
From a merchant detail record, clicking “Pending Transactions” will populate both “Open Batches” and “In Transit 
Batches” which will each list individual transactions if the batch is clicked.  This screen may take a few minutes to load as 
real time data is pulled.     
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Section 4.4: Find a Transaction 
From a merchant detail record, clicking “Find a Transaction” allow searching by card number or authorization code.  
Card number search can be completed by a four-digit sequence of either last four digits or the bank identification 
number.  

 

Section 4.5: Account Status 
By selecting the “Account Status” from a merchant detail record, many record sets appear including pricing information 
under “Discount Rates” and “Account Fees” and solution information under “Terminals.” 
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Section 4.6: Financials 
The “Financials” tab under a merchant detail record illustrates the most recent thirteen months activity in both graph 
and chart form.  Clicking a month on either the graph or chart will launch the “Deposits” report for the respective 
month. 

 

Section 4.7: Chargebacks 
The “Chargebacks” tab under a merchant detail record list all chargebacks with dates, reason, and case number. 
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Section 4.8: Statements 
The “Statements” tab under a merchant detail record list statements to be downloaded or printed.  

 

Section 4.9: Profile 
The “Profile” tab under a merchant detail record is an extension of the lead record.  Records can be updated, or you can 
view the original lead by clicking “Go to Lead” below the record sets.   
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Section 4.10: Tickets 
By selecting “Tickets” from a merchant detail record, existing helpdesk tickets can be viewed, or a new ticket can be 
created by selecting “Add New Ticket.”  The numerical value in parenthesis on the tab reflects the quantity of open 
tickets.  The “Show Resolved” tickets can be selected or unselected to toggle tickets displayed.  Clicking a ticket will open 
the individual ticket record for additional information such as communication, progress, etc.  

 

Section 4.11: 1099K 
The “1099K” tab under a merchant detail record list reports to be downloaded or printed.  

 

Section 4.12: Profitability Report 
User classes with applicable permission settings can select the dollar sign icon next to the merchant ID on a merchant 
detail record to launch a profitability report specific to this merchant.   

 



 
 

 15 

Section 5: Lead Records 
Section 5.1: Starting a New Lead 
From any page you can click “New Lead” from the upper menu bar to open an empty lead form. 

 

Section 5.2: Publishing a Lead Record 
While “DBA Name” is the only required field, enter all available information and then click “Create My Lead” to publish. 

 

 

Section 5.3: Locating Lead Records 
While individual lead records can be searched in the upper menu bar, you can also view all lead records in 
their current statuses by selecting “My Leads” under the “Leads” menu.  You may use the filter dropdowns 
to restrict your search to opportunities specific to a certain assigned user, status, campaign, or source by 
selecting “Search/Filter” after selections have been made from dropdown options.  
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Section 5.4: Progressing Lead Statuses 
During the sales cycle, update the lead status using the category and status dropdown options.  Always save 
once a new selection is made.  

 

Section 5.5: Updating Lead Fields 
From each lead record, field data may be input as collected.  Tabs are reflective of sections on a merchant 
processing agreement.  When boarding to First Data, fields with “TSYS” or “Omaha” in the title can be 
disregarded.  Click “Save” after any session on a lead record which changes were made. 

Section 5.6: Applying a Pricing Template  
At any time during the sales process, you may apply a pricing template.  Individual pricing fields can be adjusted after 
“Apply Template” is selected. 
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Section 5.7: Adding Notes 
When any activity occurs with the prospect, from contact attempts to conversation notes, please post a note notifying 
Sheri Wilcox each occurrence.  More relevant notes can be pinned, so they remain at the top when others are posted, or 
system generated. 

 

Section 5.8: Setting Events 
You may add events in the form of tasks and appointments to the lead record for reminders and calendar 
reporting or syncing with Outlook or Google. 

 

Section 5.9: Sending Product Template Emails 
Although product material can be downloaded from the “Documents” section from the top menu bar and 
emailed independently, you can leverage our email templates by selecting the “Send Email” icon next to any 
of the lead fields containing an email address. 

 

From the quick email template, enter the “Contact Name” and select a product information template.   
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The email body will then load allowing the message to be customized. Select “Done” once complete. 

 

The subject can be adjusted, and attachments added or removed.  A default product attachment will be 
included with each template.  Finally, select “Send Email.” 
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Section 5.10: Lead Record Reporting 
From the homepage dashboard select the “Reports” tab on the lower menu bar opening “Leads Search.”   Your leads list 
can be filtered using the dropdown options and date ranges, sorted by selecting a column header, customized by 
selecting the gear icon to select/deselect data columns to display, and exported to Excel or CSV by selecting “Export.”  
Dependent upon your user class’s permission settings, this list might reflect your relationships by individual, team, or 
groups. 
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Section 6: Requesting a Statement Analysis 
At times it may be helpful to have our BankMax team review a merchant statement in order to provide a 
pricing recommendation based on an analysis.   

Section 6.1: Upload a Merchant Statement 
From the “Attachments” tab in the menu below a lead record select “Upload New File(s)” to add your file.   

 

Add a title and select “Statement” as the label.  Click “Upload” to complete the process.  

 

Section 6.2: Create an Analysis Ticket 
Once the statement has been uploaded, the application can be submitted for boarding.  From the “Ticket” 
tab in the menu below each lead record, select “Add New Ticket.” 
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From the ticket type dropdown box, select “BankMax Analysis” and then add a subject and description prior 
to selecting “Add Ticket.” 
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Section 7: Request Product Information 
From the “Ticket” tab in the menu below each lead record, select “Add New Ticket.”  Select “Equipment 
Questions” from the type dropdown option, add a subject and description, and click “Add Ticket.” 
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Section 8: Sending an Electronic Application 
Section 8.1: Selecting a Merchant Application 
From a lead record, click “E-Sign” from the menu tabs, and scroll down to select your application version 
from the list. 

 

After selecting your merchant application, click “Preview Email.” 

 

Section 8.2: Confirm/Add Signer 
Confirm your primary signer information and add another signer if needed.  Signer name and email address 
is populated from the “Primary Signer Name” and “Primary Signer Email” fields from the “Business Info” tab.  
Select “Preview Email” once confirmed.   
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Section 8.3: Customize Email Message 
The email template will appear in edit mode.  Although optional, you are able to customize the email body.  
Be careful not to alter the application link.  Click “Done” once complete.   

 

Section 8.4: Send Electronic Application 
Once your email message is complete, you may adjust the subject line, add attachments, and send.   
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Section 8.5: Sending Product or Program Forms 
If a product or program form needs to be executed in addition to an MPA, repeat the electronic application 
process selecting the applicable form from the application dropdown. 

 

Section 8.6: Reviewing Electronic Applications 
From the “E-Sign” tabs, you can view details of applications from date to status.  Documents that are not 
signed can be resent.  All generated and executed documents will appear under the “Attachments” tab as 
well. 

 

Section 8.7: Assessing a Merchant’s Changes to an Application 
When merchants receive the electronic application, required fields beyond a signature might be needed if 
not provided on the lead record.  In addition, some unprotected fields can be changed by a merchant if an 
update is needed or typo occurred.  Completing this process is important to ensure accurate information is 
submitted for boarding.  

Section 8.8: Email Notification of New Lead Data 
You will receive an email notification from NoReply@celerocompass.com when fields are changed by a 
merchant.  Click the link to view the changes. 
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Section 8.9: Approving New Lead Data 
After clicking the link in the email, you can deselect individual field changes you would like to decline.  By 
default, all items will be selected.  Click “Import New Info to Lead” once your selections are made to 
complete this process.  

 

Section 8.10: Locating Executed Applications 
Dependent upon your notification alert configuration on your user profile, you may receive email and/or 
pop-up notifications once a client executes an application. 

Applications, both generated and returned, will appear in the “Attachments” tab of the menu below each 
lead record.  The returned version can be identified by “(signed)” when hovering cursor over the attachment 
title.  Executed applications are password protected with the last four digits of the merchant’s EIN/TID. 

Section 9: Application Process for Download/Print PDF 
Section 9.1: Generate Application to Print 
From the “Attachments” tabs of the menu below each lead record, select the document of choice from the 
“Select File:” list to download as PDF or print by selecting “Generate.”  The PDF will automatically be 
downloaded to your computer, or you can click the newly generated PDF link to open and print within 
Compass.  
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Section 9.2: Upload Executed Application 
To upload any document, select “Upload New File(s)” and then add your file.  A title and label can also be 
applied to each document uploaded.  Select “Upload” to complete the process.  

 

Section 10: Submitting an Application for Boarding 
Section 10.1: Verification of Lead Record 
Once the executed application is either returned via e-signature or uploaded as a PDF and a voided check or 
bank letter is uploaded, the application can be submitted for boarding.  Any changes made on the application 
since the e-sign email was sent of PDF was generated for print must be updated on the lead record prior to 
creating a new ticket for boarding.  Select “Add New Ticket” from the “Tickets” tab. 
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Section 10.2: Submitting a Ticket for Boarding 
From the ticket type dropdown menu, select the applicable “New Account Setup” type – Standard, 2 Tier: 
CP & CNP, or Cash Discount.  Add a simple subject, description, and/or additional documents if desired.  If 
hardware is being shipped, the location or address can be provided here as well.  Click “Add Ticket” to notify 
the Celero team the application is ready to board.  The ticket will be created with a ticket number at the top 
of your screen.  You can keep this number for reference.  You will also be automatically notified of 
comments and completion based on the alert settings on your user profile. 

 

Section 10.3: Lead & Merchant Record Link 
Upon approval, the Merchant ID will be populated as well as the new merchant record linked on the lead record. 
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Section 11: Helpdesk 
Section 11.1: Adding a New Ticket from Helpdesk 
From the upper menu bar, select “Helpdesk” and “Add New Ticket.”  A merchant or lead must manually be added. 

 

Section 11.2: Adding a New Ticket from a Merchant Record 
From a merchant record, select “Tickets” and “Add New Ticket.” The merchant name is automatically linked. 

 

Section 11.3: Adding a New Ticket from a Lead Record 
From a lead record, select “Tickets” and “Add New Ticket.” The lead name is automatically linked. 
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Section 11.4: Submitting a New Ticket 
After selecting “Add New Ticket,” you will be directed to a ticket form.  Select a ticket type from the type dropdown, 
assign a priority, provide a subject and description in addition to any necessary attachments.  Submit with “Add Ticket.” 
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Section 11.5: Navigating Tickets 
Once submitted, a ticket will be opened with a number at the top of your screen.  You can keep this number for 
reference.  Within a ticket you may view the status, comments, and checklist progress as well as add comments and 
attachments.  Based upon your notification alert configurations on your user profile, you may receive email and/or pop-
up notifications of ticket comments and/or status change.  Dependent on your user class’s permission settings, you may 
be able to re-open tickets marked as “Resolved.”  
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Section 11.6: Helpdesk Ticket Reporting 
After selecting “Helpdesk” in the upper menu bar, you can generate reports on helpdesk tickets.  Your ticket list can be 
filtered using the ticket type filter, selecting a time frame/status cell in the chart, sorting by selecting a column header, 
customized by selecting the gear icon to select/deselect data columns to display, and exported to Excel or CSV by 
selecting “Export.”  Dependent upon your user class’s permission settings, this list might reflect your relationships by 
individual, team, or groups. 

 

 

  



 
 

 33 

Section 13: View Portfolio Chargebacks 
Selecting “Tools” and “Dispute Reporting” in the upper menu bar navigates to a portfolio wide chargeback and retrieval 
report.  Your disputes list can be filtered using the dropdown options and date ranges, sorting by selecting a column 
header, customized by selecting the gear icon to select/deselect data columns to display, and exported to Excel or CSV 
by selecting “Export.” 

 

Section 14: Documents 
Selecting “Documents” in the upper menu bar navigates to a library of product and training material.  
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Section 15: Support & Training Contact 
Please contact our Compass team at compass.support@celerocommerce.com with any question or training request.  


