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Click an account tile to view details and transaction history.

1. Select ‘Cash Management’ menu and then fe i A B
select ‘User Management’ =G

Managing Existing Online Users

5 Move Money ACCOUNTS

i

Pay A Loan Available: $62.34 G
Current: $62.34 @

D vl GFB MC DEBIT CARD 0131 : GFB MC DEBIT CARD 1051 :
= Available Balance $0.00 Available Balance $0.00
85 Online Activiy Current Balance 50.00 Current Balance 000
B cashManagement PN
e INTERNAL ACCTS 3514 : INTERNAL ACCTS :
ACH & Wires Available Balance $17.64 Available Balance $44.70
— Current Balance $1554 Current Balance $46.80
AACH Pass-Thru
Recipients.
ASSET SUMMARY Y4
Positive Pay
Reports,

\ User ManagemP«n(

2. Click on the pencil icon next to the user you
. . User Management
wish to edit.

A Search Users Add User

User Email Address Role Status Last login
Jane Doe heidi hake@q2.com Company Admin Active 4minutes ago
Q2Biz kathleen.emery@q2.com Company Admin Active 6 hours ago
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3. One of three update actions may be made to

User Details
an existing user:
Status
Active
a. Select Deactwgte pser to disallow a .
user from logging in without
completely deleting the user. PERSONAL DETAILS
First Name Last Name Email Address
Joan Doe joan@smaple.com
b. Select the ‘User Role’ drop down proe ceune e
, , United States (3332221111
menu to update the ‘User Role’ for a
USER ROLE Manage User Roles

user. Click "Update Role’ upon

Current Role
completion. ~— e v

c. Select the '‘Delete’ button to USER LOGINS
perma nently delete the On“ne user. Login Name Channel Status Last Logon Actions
This action cannot be undone. . beme asswerd Changs s

NOTE: The User Role update will go into
effect upon the user’s subsequent logon \
after the change has been made.

Creating New Online Users

N 1 ! \
1. Click the 'Add User’ button. User Management
User Email Address Role Status Lastlogin
Jane Doe heidi hake@q2.com Company Admin Active 4minutes ago
Q2Biz kathleen.emery@q2.com Company Admin Active 6 hours ago 4
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2. Complete all fields.

New User Details

PERSONAL DETAILS

3. Click the ‘Save New User Detail’ button
when done.

First Name Last Name Email Address

Phone Country Phone

NOTE: Reference the User Roles setup guide for

assistance with setting up a ‘User Role". LOGIN DETAILS

Login ID Password Confirm Password

User Role

Unassigned

Discard New User Details Save New User Details



