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Additional users or collaborators can be set up on your CashFlow Complete account if you 
are enrolled in one of the advanced packages. By adding collaborators to CashFlow 
Complete, you can provide access to other employees who are part of the bill payment or 
invoicing process without giving them access to your bank account within online banking. 
Their permissions within CashFlow Complete will vary depending on the role they are 
assigned. Here's a quick snapshot of the four different roles and a few key differences.  

Auditor role has view only access. They cannot perform any type of transaction.  

Looking at the clerk role, this is a limited access role. This individual just has the ability to 
set up and manage vendors as well as create and manage bills.  

The approver role can only view and approve bills assigned to them. This might be a good 
option for businesses with second locations, for example, or not for profit organizations 
that require multiple approvals before a bill can be paid.  

The last role is the accountant role. This individual has the most authority out of any of the 
collaborators. They can do everything within the solution except pay, which is a function 
that belongs only to the online banking administrator. This role is ideal for office managers 
who manage most of the bill payment process. Once the bill is ready to be paid, the 
business owner can then log into online banking, then over to CashFlow Complete 
wherever and whenever to view those bills and pay them.  

To set up a collaborator, go to settings, then users under permissions. Select add 
collaborator then enter the user details which includes first name, last name, the email 
address, which will be used to log into the account, their time zone, then select the role, 
then select save. You'll then choose the email communications and frequency of those 
communications that you want the user to receive, then click save.  

The collaborator will then receive an automated email directing them to set up their access 
through Bill.com, which is the backend engine for CashFlow Complete. To access 
CashFlow Complete going forward, they’ll log in to Bill.com so it’s advisable that they 
bookmark this page. 



If you need to delete or deactivate a collaborator, you will do that from the same page 
within settings. Clicking on the trash can in the right-hand corner.  

With the ability to set up additional users, you can now collaborate easily and more 
securely with individuals in your organization. You can then create automated approval 
routing, sharing notes and documents as needed, making your bill payment process even 
more efficient. 
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