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Account Information & Access Management berfungsi untuk melakukan 
pengaturan Terhadap akun, dan inbox

Account Information & Access Management is used to setup and edit the 
account & inbox

Secured Inbox12
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LANGKAH Menu: Settings
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User Basic Information

01

1 Kunjungi Website OCTO Biz di: 
www.octobiz.co.id

Visit OCTO Biz website: 
www.octobiz.co.id

2 Masuk dengan menggunakan 
User & Company ID

Login using User & Company ID

3 Klik Next

Click Next

http://www.octobiz.co.id
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1 Isi Password

Input Password

2 Klik Proceed

Click Proceed

Menu: Settings

TUTORIALOCTOBIZ2025
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User Basic Information
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User Basic Information

1

2

Sistem akan menampilkan 
halaman Dashboard

System will show the 
Dashboard page

1 Arahkan ke Settings

Navigate to Settings

2 Klik User Basic 
Information

Click User Basic 
Information
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User Basic Information

1

Sistem akan menampilkan 
halaman Basic Information

System will show the Basic 
Information page

1 Klik Edit

Click Edit
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User Basic Information

1

2

3

4

Sistem akan menampilkan halaman edit

System will show the Edit page

1 Pilih foto

Choose photo

2 Klik Upload

Click Upload

3 Isi SecureWord

Input SecureWord

4 Jika sudah, Klik Next

Once ok, click Next
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User Basic Information

1

Sistem akan menampilkan 
halaman Review Details

System will show the Review 
Details page

1 Klik Update

Click Update
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07
User Basic Information

1

Sistem akan menampilkan 
halaman Acknowledgement

System will show the 
Acknowledgement page

1 Klik Done

Click Done
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User Basic Information

Sebelum

Sesudah

1

2
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Secured Inbox

01

1 Kunjungi Website OCTO Biz di: 
www.octobiz.co.id

Visit OCTO Biz website: 
www.octobiz.co.id

2 Masuk dengan menggunakan 
User & Company ID

Login using User & Company ID

3 Klik Next

Click Next

http://www.octobiz.co.id
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Menu: Settings

Secured Inbox

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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Menu: Settings

Secured Inbox

1

2

Sistem akan menampilkan 
halaman Dashboard

System will show the 
Dashboard page

1 Klik ikon notifikasi di 
bagian ujung kanan 
atas

Click Notification icon

2 Klik View All

Click View All
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Menu: Settings

Secured Inbox

1

Sistem akan menampilkan 
halaman Listing

System will show the Listing 
page

1 Pilih Hyperlink 
notifikasi

Choose Notification 
Hyperlink
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Menu: Settings

Secured Inbox

Sistem akan menampilkan 
halaman detail

System will show the Details page
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Menu: Settings

Secured Inbox

1

2

3

Pada halaman Listing Notifikasi

On Notification Listing page

1 Centang notifikasi

Tick Notification

2 Klik Mark as Read

Click Mark as Read

3 tanda merah akan 
menghilang

Red marks will gone
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Menu: Settings

Secured Inbox

1

2

Untuk melakukan Delete Notification

To Delete the Notification

1 Pada halaman details, klik delete

On Details page, click Delete

2 Klik Yes

Click Yes
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Sistem akan menampilkan halaman acknowledgement

System will show the Acknowledgement page
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08
Menu: Settings

Secured Inbox




