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1. Start by logging into Xactus360 and file from the home page, click Administration. 

 
2. If you are setup with additional branches, select the branch to add the group to. If not, you 

may ignore this step. 

 

3. Click Account Details 
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4. Then, scroll down to Group Access Configuration and enter the group names needed next 
to Add Group.  

 
5.  Once complete, scroll to the bottom and click Save. If more than five groups are needed, 

additional spaces will populate upon clicking Save. 

 
6. To add a user to a group, click Operators Configured. 
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7. Then, click Group Management. 

 

8. Add an Assigned Group to each Operator that requires Group Access by selecting the 
Assigned Group drop-down and choosing 1 group (or team).  The Assigned Group should 
be one of the groups shown under Group Access. 
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9. Next to the applicable user, click the group access box and select a group or groups from the list. 
Once all users have the needed groups assigned, scroll to the bottom and click Save. 

 

Users who are part of a group will only be able to view information belonging to others in the 

group. 
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10. Once an operator is added to a Group, additional settings become available to allow view of 

multiple Groups. Back on the Operators Configured tab, click a user to view their 

restrictions.  

 

11. Scroll to and expand the Access Billing tab and click Edit Custom Restrictions 
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12. Select a Group from the drop-down menu and click Add. There is no limit to the number of 

Groups that can be added. A Group can be removed from an operator’s profile by clicking 

Delete. 

 

13. If a Group is no longer needed, email the Advocacy Team (advocacyteam@xactus.com) for 

assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLEASE LET US KNOW IF YOU HAVE ANY QUESTIONS OR CONCERNS AND WE WILL BE HAPPY TO HELP. 

mailto:advocacyteam@xactus.com

