
SysAdmin

Manage Company

TUTORIALOCTOBIZ2025

Basic Package



SysAdmin – Manage Company : CFO Administrator dapat mengatur Company 
Details, Account, dan user melalui modul ini.

contoh: Tagging New Account, pembuatan User Group dan User baru

SysAdmin - Manage Company: Administrator can manage the Company Details, 
Account, and user

E.g: Tagging New Account, create User Group, and New User

SysAdmin

Manage Company
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Menu: Administration > Manage Company

Manage Company

Role Description

Maker User yang bertugas sebagai pembuat Transaksi atau peng-Input data Transaksi
Users who are tasked with creating transactions or inputting transaction data

Reviewer User yang berfungsi sebagai Reviewer untuk melakukan validasi data transaksi yang telah di submit oleh 
Maker (Opsional)
Users who function as Reviewers to validate transaction data that has been submitted by Maker (Optional)

Approver User yang bertugas untuk memberikan keputusan (Menolak atau menyetujui Transaksi) terhadap transaksi 
yang telah dikirim oleh Maker (Dapat diatur secara Berjenjang)
The user is responsible for making decisions (rejecting or approving transactions) regarding transactions that have 
been sent by the Maker (can be arranged in stages)

Releaser User yang berfungsi untuk memberikan keputusan yang sudah disetujui oleh Approver (Opsional)
User whose function is to provide decisions that have been approved by the Approver (Optional)

Viewer User yang berfungsi untuk melihat Laporan Keuangan saja (Tidak dapat melakukan Transaksi)
Users whose function is to view Financial Reports only (Cannot make Transactions)
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Menu: Administration > Manage Company

Manage Company

Accounts Account type Segment Remarks

Credit Card Credit Card Available for all customer 
segments

1. Applicable for services below:
a. Retrieve Account by CIF No.

2. Not Applicable for Foreign 
Currency Account

Foreign Currency 
Account

• Current Accounts
• Saving accounts
• Loan Accounts

Available for OCTO Biz Inquiry 
and OCTO Biz Lite segments

1. Applicable for services below:
a. Retrieve Account by CIF No.
b. Add accounts

2.  Applicable for Foreign 
Currency AccountTime Deposit
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

01
Account Maintenance | Manage Company

1 Masuk sebagai SysAdmin 
dengan menggunakan 
User ID & Password

Login as SysAdmin using 
User ID & Password

2 Klik Next

Click Next
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

02
Account Maintenance | Manage Company

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

03
Account Maintenance | Manage Company

1 2

Sistem akan menampilkan 
halaman Dashboard

System will show the Dashboard 
page

1 Arahkan Kursor ke 
Administration

Navigate to Administration

2 Klik Manage Company

Click Manage Company
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

04
Account Maintenance | Manage Company

2

1

Sistem akan menampilkan halaman 
Manage Company > Details

System will show the Manage Company > 
Details page

1 Pilih tab Account Maintenance

Choose Account Maintenance

2 Klik Edit untuk melakukan Edit

Click Edit
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

05
Account Maintenance | Manage Company

1 2 1 Klik Account Hyperlink

Click Account Hyperlink

2 Jika Account digunakan sebagai 
Primary Billing Account, maka 
tombol Delete tidak akan 
ditampilkan

If the Account is used as a Primary 
Billing Account, the Delete button 
will not be displayed
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

06
Account Maintenance | Manage Company

1

2

3

Sistem akan menampilkan halaman 
Pop-up Account Details

System will show the Account Details 
pop up

1 Klik Pencil Icon untuk 
mengubah Account 
Nickname

Click the Pencil Icon to 
change the Account 
nickname

2 Sistem akan menampilkan 
Pop Up Edit Account 
Nickname, Ubah Nickname

System will show the Edit 
Account Nickname pop up, 
change the Nickname

3 Klik Save

Click Save
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07
Account Maintenance | Manage Company

1

2

3

Sistem akan kembali menampilkan halaman 
Pop-up Account Details

System will show the Pop-up Account Details page

1 Klik Pencil Icon untuk mengubah Account 
Limit per Transaction

Click Pencil icon to change the Account 
Limit for each transaction

2 Sistem akan menampilkan Pop Up Edit 
Account Nickname, Ubah Limit rekening 
per Transaksi

System will show the Edit Account Nickname 
pop up, Change the account limit for each 
Transaction

3 Klik Save

Click Save

Catatan: Jika Box Unlimited di pilih, maka Limit Transaksi 
tidak dapat di ubah

NOTES: If the Unlimited box is ticked, the Transaction limit 
Can’t be edited
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

08
Account Maintenance | Manage Company

1

Sistem akan kembali menampilkan 
halaman Pop-up Account Details

System will show the Account Details 
pop up

1 Jika sudah sesuai, Klik Done

Once OK, Click Done
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

09
Account Maintenance | Manage Company

Sistem akan kembali menampilkan 
Halaman Edit setelah List 
ditambahkan

System will show the Edit page after 
list added

1 Jika sudah sesuai, klik Save

Once ok, click Save

1



SysAdmin

Manage Company

Account Maintenance

Account Accessibility

Contact info

Signature Type

User group

User

Department



17

LANGKAH Menu: Administration > Manage Company
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10
Account Accessibility | Manage Company

1

1 Klik pada Tab Account 
Accessibility

Click Account 
Accessibility Tab

CATATAN: 
NOTES:

● User hanya dapat melakukan 
Review pada Detail, dan TIDAK 
DAPAT melakukan Edit
User only can Review on Detail 
and CAN’T Edit the Detail
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

11
Contact Info | Manage Company

1

3

2

Sistem akan menampilkan 
halaman Manage Company > Edit

System will show the Manage 
Company > Edit

1 Pilih tab Contact Info

Choose Contact Info tab

2 Klik Hyperlink Contact Info 
untuk melakukan Edit 
Contact info yang tercatat di 
dalam Admin and Cash

Click Contact Info Hyperlink 
to edit the Contact Info that 
recorded on Admin and Cash

3 Bagian Primary Contact 
Info, tidak dapat diubah

On Primary Contact info, 
can’t be change
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Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

Contact Info | Manage Company

Contact Purpose (Applicable in 
Contact Info Listing) Remarks

Admin

• untuk Contact Purpose sebagai “Admin”, akan mendapat Welcome letter setelah 
proses Company Onboarding Selesai
To contact purpose as “Admin”, will get the Welcome Letter after Company 
Onboarding Process succeed

• Contact Purpose digunakan di dalam Layout Payment Advice
Contact Purpose is used on Payment Advice Layout

• Pada Layout Payment Advice, akan diprioritaskan menggunakan Contact Purpose 
dengan tag “Cash”
In the Payment Advice layout, the system will prioritize using the Contact Purpose 
tagged as “Cash.”

• Jika tidak memiliki Contact Purpose dengan tag “Cash”, maka dapat 
menggunakan Contact Purpose dengan Tag “Admin”
If there is no Contact Purpose tagged “Cash,” then the Contact Purpose tagged 
“Admin” can be used

• Setiap Corporate ID, hanya dapat memiliki 1 contact info dengan Tag “Cash”
Each Corporate ID can have only one contact information entry tagged as “Cash.”

Cash
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

12
Contact Info | Manage Company

2

1

3

Sistem akan menampilkan Pop-up 
Contact Info Details

System will show the Contact Info Details 
pop up

1 Edit Bagian yang dibutuhkan

Edit part

2 Jika Kolom Primary contact di 
pilih, maka bagian lain akan di 
disable oleh sistem dan tidak 
dapat di Edit

If the Primary Contact ticked, 
other parts will be disabled by 
system and can’t be edited

3 Jika sudah sesuai, Klik Save

Once OK, click Save
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

13
Contact Info | Manage Company

1

Sistem akan mengarahkan 
kembali ke Halaman Edit

System will show the Edit page

1 Klik Add

Click Add



23

LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

14
Contact Info | Manage Company

2

3

1

Sistem akan menampilkan 
Pop-up Contact Info Details

System will show Contact Info 
Details pop up

1 Pilih Contact Purpose 
yang sesuai

Choose Contact Purpose

2 Lengkapi seluruh bagian 
Mandatory

Complete the Mandatory 
part

3 Klik Save

Click Save

Catatan: Jika Box Primary Contact 
dipilih, maka bagian yang lain tidak 
dapat di edit

Note: If Primary Contact Box ticked, 
other parts can’t be edited
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TUTORIALOCTOBIZ2025

15
Contact Info | Manage Company

Sistem akan kembali menampilkan Halaman Edit

System will show the Edit page
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LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

16
Department | Manage Company

1

2

Sistem akan menampilkan 
halaman Manage Company > 
Edit

System will show the Manage 
Company > Edit page

1 Pilih tab Department

Choose Department Tab

2 Klik Edit

Click Edit
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17
Department | Manage Company

6

1 2

3 4

5

Sistem akan menampilkan Pop up  Department Details
System will show the Department Details

1 Masukkan Nama Department
Input Department Name

2 Masukan Deskripsi
Input Description

3 Masukan nominal Limit, jika ingin menerapkan 
limit unlimited, pilih kotak Unlimited pada 
bagian limit
Enter the limit amount, if you want to apply an 
unlimited limit, select the Unlimited box in the 
limit section.

4 Pilih predefined beneficiary
Choose Predefined Beneficiary

5 Pilih Bulk Account Verification

Choose Bulk Account Verification

6 Jika sudah, Klik Save

Click Save



28

LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

18
Department | Manage Company

1

Sistem akan menampilkan Halaman  
Company Details

System will show the Company Details page

1 Jika penambahan berhasil, sistem 
akan menampilkan list di bagian 
department

If the addition is successful, the 
system will display a list in the 
department section.
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19
Signature Type | Manage Company

2

1

Sistem akan menampilkan 
halaman Manage 
Company > Edit

System will show the 
Manage Company > Edit

1 Pilih tab Signature 
Type

Choose Signature 
Type tab

2 Klik Hyperlink

Click Hyperlink
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20
Signature Type | Manage Company

1

2

Sistem akan menampilkan 
Pop-up Signature Type Details

System will show the Signature 
Type Details page

1 Edit bagian yang 
dibutuhkan

Edit Part

2 Klik Save

Click Save
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21
Signature Type | Manage Company

1

2

3

Sistem kembali mengarahkan ke 
Halaman Edit

System will show the Edit page

1 Klik Hyperlink User Assigned

Click User Assigned hyperlink

2 Sistem akan menampilkan 
pop-up User(s) Assigned to 
Signature Type

System will show the User(s) 
Assigned to Signature Type

3 Klik Close

Click Close
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22
Signature Type | Manage Company

2

1

3

Sistem kembali mengarahkan ke 
Halaman Edit

System will show the Edit page

1 Klik Add

Click Add

2 Sistem akan menampilkan 
pop-up Signature Type, Edit 
bagian yang dibutuhkan

System will show the Signature 
Type pop up, Edit parts

3 Klik Save

Click Save
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23
Signature Type | Manage Company

321

Sistem kembali mengarahkan ke 
Halaman Edit

System will show the Edit page

1 Akan ada penambahan 
item pada List

There will be additional 
items added to the list.

2 Klik Delete

Click Delete

3 Klik Yes

Click Yes
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24
Signature Type | Manage Company

Sistem akan kembali menampilkan halaman Edit dengan List Item yang telah di hapus

System will show the Edit page with the updated Item on the List
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Manage Company

User Group

Non-SysAdmin

SysAdmin



User Group

Non-SysAdmin

Functions

Accounts

Action List

Assigned User

Dapat Melakukan Add, Edit, dan Menghapus User

Can Add, Edit, and Delete User



User Group

Non-SysAdmin
Functions

Accounts

Action List

Assigned User

Untuk memberikan Fungsi Hak kepada User

To Give Function to User
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25

2

1

User Group | Manage Company

Sistem akan menampilkan halaman 
Manage Company > Edit

System will show the Manage 
Company > Edit page

1 Pilih tab User Group

Choose User Group Tab

2 Klik Hyperlink yang memiliki 
Tag Non-SysAdmin

Click Hyperlink that has 
Non-SysAdmin tag
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26
User Group | Manage Company

1

2

Sistem akan menampilkan 
Pop-Up User Group Details

System will show the User 
Group Details pop up

1 Edit bagian yang 
dibutuhkan

Edit part

2 Klik Save

Click Save



User Group

Non-SysAdmin
Functions

Accounts

Action List

Assigned User

Untuk Menambahkan Akun

To Add Accounts
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27
User Group | Manage Company

2

1

3

1 Pilih tab Accounts

Choose Account Tab

2 Pilih bagan yang 
dibutuhkan

Choose part that 
needed

3 Klik Save

Click Save



User Group

Non-SysAdmin
Functions

Accounts

Action List

Assigned User

Untuk memberikan Role Action kepada User

To give Action Role to User
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28
User Group | Manage Company

2

3

1

1 Pilih tab Action List

Choose Action List 
tab

2 Pilih bagan yang 
dibutuhkan

Choose part

3 Klik Save

Click Save



User Group

Non-SysAdmin
Functions

Accounts

Action List

Assigned User

Untuk Melihat User Group mana yang di Assigned ke User

To see which user group is assigned to a user
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29
User Group | Manage Company

1

User dapat melihat 
seluruh User yang di 
Assigned dalam User 
Group

User can see all User 
that Assigned on 
User group

1 Klik Save

Click Save
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30
User Group | Manage Company

1
2

Sistem akan kembali 
mengarahkan ke 
Halaman Edit

System will see the 
Edit Page

Jika ingin 
menghapus List,

If want to Delete List

1 Klik Delete

Click Delete

2 Klik Yes

Click Yes
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31
User Group | Manage Company

Sistem akan kembali menampilkan halaman Edit dengan List Item yang telah di Update

System will show the Edit page with the updated Item on the List



User Group

SysAdmin

Functions

Accounts

Action List

Assigned User

Hanya Dapat melihat User Group dan tidak dapat merubah Data

Can only view User Groups and cannot change Data



User Group

Functions

Accounts

Action List

Assigned User

Untuk melihat Fungsi Hak kepada User

To view Function to User

SysAdmin
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32
User Group | Manage Company

2

1

Sistem akan menampilkan halaman 
Manage Company > Edit

System will show the Manage 
Company > Edit page

1 Pilih tab User Group

Choose User Group Tab

2 Klik Hyperlink yang memiliki 
Tag SysAdmin

Click Hyperlink that has 
SysAdmin tag
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33
User Group | Manage Company

Sistem akan menampilkan Pop-Up User Group Details

System will show the User Group Details page



User Group

Functions

Accounts

Action List

Assigned User

Untuk melihat list Akun

To view Accounts list

SysAdmin
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34
User Group | Manage Company

1

1 Pilih tab Accounts

Choose Account Tab

Sistem akan menampilkan 
List Account Number

System will show the 
Account Number list



User Group

Functions

Accounts

Action List

Assigned User

Untuk melihat Role Action untuk tiap User

To view Action Role for each User

SysAdmin
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1 Pilih tab Action List

Choose Action List 
tab

Sistem akan menampilkan 
Account List

System will show the 
Account List 

Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

35
User Group | Manage Company

1



User Group

Functions

Accounts

Action List

Assigned User

Untuk Melihat User Group mana yang di Assigned ke User

To see which user group is assigned to a user

SysAdmin
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36
User Group | Manage Company

1

2

User dapat melihat 
seluruh User yang di 
Assigned dalam User 
Group

User can see all User 
that Assigned on 
User group

1 Klik Save

Click Save
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Sistem akan menampilkan Replicate 
From Template pop-up

System will show the Replicate From 
Template Pop up

1 Pilih User Group mana yang 
akan di Replicate

Choose User Group to 
Replicate

2 Klik Replicate

Click Replicate

Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

38
User Group | Manage Company

1

2
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39
User Group | Manage Company

Sistem akan kembali menampilkan halaman Edit dengan List Item yang telah di Update

System will show the Edit page with the updated Item on the List
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Manage Company

User Tab

User Tag to Non-SysAdmin

User Tag to SysAdmin



Manage Company

User Tab

User Tag to Non-SysAdmin

User Tag to SysAdmin

Dapat melakukan Edit dan Delete

Can Edit & Delete
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40
User | Manage Company

1

2

Sistem akan menampilkan 
halaman Manage Company > Edit

System will show the Manage 
Company > Edit page

1 Pilih tab User

Choose User tab

2 Klik User hyperlink

Click User hyperlink
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41
User | Manage Company

1
3

2

Sistem akan menampilkan Pop-up 
User Details

System will show the User Details 
Pop up

1 Edit seluruh bagian yang 
dibutuhkan

Edit part

2 Klik Save

Click Save

3 Pilihan SAU akan di disable 

Choose SAU to Disable



Manage Company

User Tab

User Tag to Non-SysAdmin

User Tag to SysAdmin

Hanya Dapat melakukan View dan Tidak Editable

Can Only View & Not Editable
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42
User | Manage Company

1

2

Sistem akan menampilkan 
halaman Manage Company > Edit

System will show the Manage 
Company > Edit page

1 Pilih tab User

Choose User tab

2 Klik User hyperlink

Click User hyperlink
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Sistem akan menampilkan 
User Details  Box

1 Klik Close

Click Close

Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

43
User | Manage Company

1
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44
User | Manage Company

1

2

Sistem akan kembali 
mengarahkan ke Halaman Edit

System will see the Edit Page

Jika ingin menghapus List,

If want to Delete List

1 Klik Delete

Click Delete

2 Klik Yes

Click Yes
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45
User | Manage Company

1

Sistem akan Kembali menampilkan 
halaman Edit User Tab, dengan List yang 
telah di Delete

System will show the Edit User Tab page 
with deleted list

Untuk membatalkan action delete, user 
dapat menekan tombol undo untuk 
mengembalikan list item yang 
sebelumnya,

To cancel the Delete action, user can click 
undo to get the item list back

1 Klik Undo

Click Undo
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46
User | Manage Company

1

Sistem akan menampilkan 
halaman Manage Company > 
Edit dengan List Action terbaru

System will show the Manage 
Company > Edit page with the 
updated list action

1 Klik Submit

Click Submit
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47
User | Manage Company

Sistem akan menampilkan Halaman Submitted for Approval. user dapat melihat detail submission pada setiap tab nya

System will show the Submitted for Approval page. User can see the submission details on every Tab
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47
User | Manage Company

Sistem akan menampilkan Halaman Submitted for Approval. user dapat melihat detail submission pada setiap tab nya

System will show the Submitted for Approval page. User can see the submission details on every Tab



SysAdmin Approval Process

Manage Company
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01
APPROVER

Approval Process | Manage Company

1 Masuk sebagai 
SysAdmin Approver 
dengan menggunakan 
User ID & Password

Login as SysAdmin 
Approver using User ID & 
Password

2 Klik Next

Click Next
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02
APPROVER

Approval Process | Manage Company

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed



78

LANGKAH Menu: Administration > Manage Company

TUTORIALOCTOBIZ2025

03
APPROVER

Approval Process | Manage Company

2

1 Arahkan pada menu disamping, 
klik Task List

Navigate to side menu, click Task 
List

2 Klik Hyperlink transaksi yang 
diinginkan

Click hyperlink transaction
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04
APPROVER

Approval Process | Manage Company

2

1

Tinjau ulang transaksi yang 
telah di kirim SysAdmin Maker,

Review Transaction

1 Jika sudah sesuai, klik 
Approve

Click Approve

2 Klik Yes

Click Yes
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05
APPROVER

Approval Process | Manage Company

1

2

1 Sistem akan menampilkan Pop-Up 
Approver transaksi pada Website

System will show the Approve 
Transaction pop up on website

2 Sistem akan mengirimkan 
notifikasi di perangkat mobile. Buka 
perangkat mobile, Klik Bar 
Notifikasi

System will send notification on 
mobile device. Open device, and click 
notification bar
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APPROVER

Approval Process | Manage Company

2

1

1 Klik Tombol Approve

Click Approve

2 Isi 6-Digit Pin

Input 6-Digit Pin
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APPROVER

Approval Process | Manage Company

Jika transaksi Berhasil, sistem akan 
menampilkan halaman 
Acknowledgement

Once succeed, system will show the 
acknowledgement page
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APPROVER

Approval Process | Manage Company

Account Maintenance Account Accessibility Contact Info

Sistem akan menampilkan Halaman Submitted for Approval. user dapat melihat detail submission pada setiap tab nya

System will show the Submitted for Approval page. User can see the submission details on every Tab
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08
APPROVER

Approval Process | Manage Company

Signature Type User Group user

Sistem akan menampilkan Halaman Submitted for Approval. user dapat melihat detail submission pada setiap tab nya

System will show the Submitted for Approval page. User can see the submission details on every Tab




