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SysAdmin

Contact Info Update
SysAdmin – Contact Info Update digunakan untuk melakukan edit atau 
penambahan kontak akun pengguna melalui menu manage company. 
Berlaku untuk pengkinian serta penambahan data email dan nomor 
ponsel

SysAdmin - Contact info Update is used for edit or add user contact info 
using Manage Company Menu. Applicable for update and add email and 
mobile numbers
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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

Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

SysAdmin | Contact Info Update
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

01
SysAdmin | Contact Info Update

1 Masuk sebagai SysAdmin 
Maker dengan menggunakan 
User ID & Password

Login as SysAdmin Maker using 
User ID & Password

2 Klik Next

Click Next

M A K E R
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

02
SysAdmin | Contact Info Update

M A K E R

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

03
SysAdmin | Contact Info Update

1

2

M A K E R

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

Sistem akan menampilkan halaman 
Manage Company > Details

System will show the Manage 
Company > Details page

1 Pilih tab Contact Info

Choose Contact Info

2 Klik Edit untuk melakukan 
Edit Contact info 

Click Edit to do Edit Contact 
Info

Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

04
SysAdmin | Contact Info Update

1

M A K E R

2
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

05
SysAdmin | Contact Info Update

M A K E R

1

2

Sistem akan menampilkan halaman 
Manage Company > Edit

System will show the Manage Company 
> Edit page

1 Primary Contact tidak dapat di 
Edit

The Primary Contact is not 
editable

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

Click the Contact Info hyperlink 
to edit the contact information 
recorded under Admin and 
Cash
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

06
SysAdmin | Contact Info Update

2

1

3

M A K E R
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 field is 
selected, the other sections will 
be disabled by the system and 
cannot be edited.

3 Jika sudah sesuai, Klik Save

Click Save
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LANGKAH

Sistem akan menampilkan halaman 
Manage Company > Edit dengan 
data baru 

System will show the Manage 
Company > Edit page with the 
updated data

1 Klik Submit

Click Submit

Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

07
SysAdmin | Contact Info Update

M A K E R

1
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

09
SysAdmin | Contact Info Update

M A K E R

Sistem akan menampilkan Halaman Submitted for Approval

System will show the Submitted for Approval page
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

01
SysAdmin | Contact Info Update

1 Masuk sebagai SysAdmin 
Maker dengan menggunakan 
User ID & Password

Login as SysAdmin Maker using 
User ID & Password

2 Klik Next

Click Next

M A K E R
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

02
SysAdmin | Contact Info Update

M A K E R

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

03
SysAdmin | Contact Info Update

1

2

M A K E R

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

Sistem akan menampilkan halaman 
Manage Company > Details

System will show the Manage 
Company > Details page

1 Pilih tab Contact Info

Choose Contact Info

2 Klik Edit untuk melakukan 
Edit Contact info 

Click Edit to do Contact Info Edi

Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

04
SysAdmin | Contact Info Update

1

M A K E R

2
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

05
SysAdmin | Contact Info Update

M A K E R

1

2

Sistem akan menampilkan halaman 
Manage Company > Edit

System will show the Manage Company 
> Edit page

1 Primary Contact tidak dapat di 
Edit

The Primary Contact is not 
editable

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

Click the Contact Info hyperlink 
to edit the contact information 
recorded under Admin and 
Cash
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

06
SysAdmin | Contact Info Update

2

3

1

Sistem akan menampilkan Pop-up 
Contact Info Details

System will show the Contact Info Details 
pop up

1 Pilih Contact Purpose yang sesuai

Choose Contact Purpose

2 Lengkapi seluruh bagian 
Mandatory

Complete the Mandatory Fields

3 Klik Save

Click Save

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

Note: If the Primary Contact box is selected, the 
other sections cannot be edited.

M A K E R
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LANGKAH

Sistem akan menampilkan halaman 
Manage Company > Edit dengan 
data baru 

System will show the Manage 
Company > Edit page with the 
updated data

1 Klik Submit

Click Submit

Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

07
SysAdmin | Contact Info Update

M A K E R

1
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

09
SysAdmin | Contact Info Update

M A K E R

Sistem akan menampilkan Halaman Submitted for Approval

System will show the Submitted for Approval page



Contact Info Update

Approval Process
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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

02
APPROVER

Approval Process | Manage Company

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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LANGKAH Menu: Administration > Manage Company > Contact Info

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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

06
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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

07
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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LANGKAH Menu: Administration > Manage Company > Contact Info

TUTORIALOCTOBIZ2025

08
APPROVER

Approval Process | Manage Company

Jika Transaksi Berhasil, sistem akan menampilkan halaman Acknowledgement

Once Succeed, system will show the Acknowledgement page




