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Managing Corporate Users 
and User Roles



Q2 Advisory Services

Click on User Roles

To access User Roles, click on 
“Business Banking”, then 
“Policies”
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Give the User Role a name

Click on “User Roles” 
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Give the User Role a name

Click on “Create Role” to create 
a new User Role
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Give the User Role a name

Give your User Role a name and 
a description



Q2 Advisory Services

Click on a transaction to edit it

Click on a transaction to edit it
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Enable or Disable the transaction

Enable or disable the 
Transaction Types required.
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Click on Rights
Click on Rights to determine 
whether the User Role can 
see no transactions, their 
own, their same roles or all 
transactions. 

This is for this type of 
transaction only i.e., for the 
User Role called Accounts 
Payable, the ACH Collection 
transaction has View All 
rights
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Set Approval Limits
Set the Approval Limits for this 
transaction type.

Save the settings when you 
have finished.
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Turn on Features

The Features tab allows you to 
set the capabilities the User 
Role has.

Only turn on the ones the User 
Role needs.
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Give View, Deposit and Withdraw rights

You can give the User Role 
access to View, Deposit and 
Withdraw on every account.
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Set Advanced Entitlements

You can set Advanced 
Entitlements.

From the Overview tab, click 
Add Allowed Action
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Operations is for the Draft, Approve and Cancel.

Operations is for the Draft, 
Approve and Cancel.

Draft Restricted is a special 
case that only gives the user 
access to templates someone 
else has setup for them.
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Amount is the payment amount for this Allowed Action.

Amount is the payment amount 
for this Allowed Action, you can 
select “Any Allowable Amount” 
or set a “Specific Amount”. 
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Subsidiaries limits the choice of 
subsidiary this user role has 
access to. You can allow all 
subsidiaries to this user role, or 
“select specific subsidiaries”. 
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Accounts limits the number of 
accounts this user role has 
access to. You can allow access 
to any account, or “Select 
Specific Account(s)”.
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Hours limits when transactions can take place.

Draft Hours limits when 
transactions can take place.

You can add “Draft Hours” to 
restrict when this user role can 
perform transactions. 
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You can chain Allowed Actions together.You can chain Allowed 
Actions together.

In this case, the User Role 
can
• Draft or Approve any 

payment of $200 and 
below

• can only Draft from $200 
to $300

• and is not allowed to 
make any payment above 
$300 as there is no 
Allowed Action with Any 
Amount.
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Policy Tester allows you to test you Allowed Actions 

Policy Tester allows you to test 
you Allowed Actions to make 
sure they stop the User Role 
appropriately.
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You now need to add the User to the User Role.

Once you have the User Role 
created, you now need to add 
the User to the User Role.

Go to “Business Banking”, and 
“Users” click on the pencil on 
the User tile to edit. 
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Select the User Role you just created and assign it to the User.

Select the User Role you just 
created and assign it to the 
User.
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