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LANGKAH Menu: File Upload > Underlying Documents

TUTORIALOCTOBIZ2025

01
MAKER

Create New Underlying Documents | Create New Underlying Documents

1 Klik Password Login

2 Masukan Password

3 Klik Proceed
1

2

3
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LANGKAH

TUTORIALOCTOBIZ2025

02
MAKER

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1 Klik menu more

2 Pilih Underlying 
Documents

1

2
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LANGKAH

TUTORIALOCTOBIZ2025

Sistem akan menampilkan 
halaman Underlying 
Documents

1 Klik Upload new 
Documents

2 Lengkapi seluruh 
bagian mandatory

3 Masukan document 
date dan document 
expiry date

4 Plih dan upload 
dokumen

5 Klik Next

03
MAKER

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2
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LANGKAH

1 Baca detail persetujuan, 
klik Agree & Continue

2 Sistem akan 
menampilkan halaman 
Confirmation. Jika sudah 
sesuai, klik Submit

3 Jika submit berhasil, 
sistem akan 
menampilkan halaman 
Acknowledgement

TUTORIALOCTOBIZ2025

04
MAKER

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents
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LANGKAH
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05
APPROVER

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1 Klik Password Login

2 Masukan Password

3 Klik Proceed
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2

3



10

LANGKAH

TUTORIALOCTOBIZ2025

06
APPROVER

1 Klik Task list

2 Pilih Maintenance 
sebagai viewing

3 Klik Pending Approval

4 Klik transaksi yang 
akan di approve

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2

3

4
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LANGKAH

Tinjau ulang transaksi 
yang telah di kirim 
maker,

1 Jika sudah sesuai, 
klik Approve

2 Klik Yes

TUTORIALOCTOBIZ2025

07
APPROVER

2

1

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents
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LANGKAH

1 Jika sudah sesuai, klik 
Approve

2 Masukkan pin transaksi

3 Jika berhasil, sistem akan 
menampilkan halaman 
acknowledgement

TUTORIALOCTOBIZ2025

08
APPROVER

2

1

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

3
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LANGKAH

Pada website juga sistem akan menampilkan 
Halaman Acknowledgement

TUTORIALOCTOBIZ2025

09
APPROVER

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents
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LANGKAH Menu: File Upload > Underlying Documents

TUTORIALOCTOBIZ2025

01
Check Transaction Status | Create New Underlying Documents

1 Klik Password Login

2 Masukan Password

3 Klik Proceed
1

2

3
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LANGKAH

TUTORIALOCTOBIZ2025

02
Menu: File Upload > Underlying Documents

Check Transaction Status | Create New Underlying Documents

2

1 Klik menu more

2 Pilih Transaction 
Advice Inquiry

3 Pilih Maintenance 
sebagai viewing

4 Pilih transaksi yang 
diinginkan

5 Sistem akan 
menampilkan detail 
transaksi dan 
statusnya
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3

4
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LANGKAH Menu: File Upload > Underlying Documents

TUTORIALOCTOBIZ2025

01
Inquiry Listing Underlying Documents | Create New Underlying Documents

1 Klik Password Login

2 Masukan Password

3 Klik Proceed
1

2

3



19

LANGKAH

TUTORIALOCTOBIZ2025

02
Menu: File Upload > Underlying Documents

Inquiry Listing Underlying Documents | Create New Underlying Documents

1 Klik menu more

2 Pilih Underlying 
Documents

1

2
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LANGKAH

03
Menu: File Upload > Underlying Documents

Inquiry Listing Underlying Documents | Create New Underlying Documents

TUTORIALOCTOBIZ2025

Sistem akan menampilkan 
halaman Underlying 
Documents

1 Klik Filter

2 Lengkapi seluruh detail 
filter

3 Klik Apply

1 2

3
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LANGKAH

TUTORIALOCTOBIZ2025

04
Menu: File Upload > Underlying Documents

Inquiry Listing Underlying Documents | Create New Underlying Documents

1

2

Sistem akan menampilkan 
Listing

1 Klik transaksi yang 
dituju

2 Sistem akan 
menampilkan detail 
underlying documents




