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Manage Company
SysAdmin – Manage Company : CFO Administrator can manage 
the Company Details, Account, and user Using this module

Ex: Tagging New Account, Create New User Group and New User



Menu: Administration > Manage Company
3Manage Company

Role Description

Maker Users who act as transaction creators or transaction data inputters

Reviewer User who functions as a Reviewer to validate transaction data that has been submitted by Maker (Optional)

Approver User who is tasked with providing decisions (Rejecting or approving Transactions) on transactions that have 
been sent by Maker (Can be arranged in a Hierarchical manner)

Releaser User who functions to provide decisions that have been approved by Approver (Optional)

Viewer User who functions to view Financial Reports only (Cannot make Transactions)
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  S  T  E  P Menu: Administration > Manage Company
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Click Next
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1

2

Manage Company

Login as CFO Administrator 
using User & Company ID
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Fill in the 
Password
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1

Menu: Administration > Manage Company

2 Click Proceed

Manage Company
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Click Manage 
Company

Navigate to 
Administration

System will show the 
Dashboard page
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1
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Menu: Administration > Manage Company

1

Manage Company

2
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Choose Account 
Maintenance
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Menu: Administration > Manage Company

System will show the 
Manage Company > Edit 
page

1

Manage Company

2

1

Click Edit2
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Click Account Hyperlink

If the Account is used as 
Primary Billing Account, 
so the Delete Button 
Will not shown
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Menu: Administration > Manage Company

1

Manage Company

2

1 2



  S  T  E  P

System will show the Pop 
Up Edit Account 
Nickname, Change the 
Nickname
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Click Pencil Icon to 
change the Account 
Nickname

System will show the Pop-up 
Account Details page
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Menu: Administration > Manage Company

Manage Company

1
1

2

3

2

3 Click Save
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System will show the Pop 
Up Edit Account 
Nickname, Change the 
Account Limit for every 
transaction
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Click Pencil Icon to 
change the Account Limit 
per Transaction
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Menu: Administration > Manage Company

Manage Company

1

1
2

Click Save3

2

Notes: if the Unlimited box is Choose, so 
the Transaction Limit Can’t be Changed

3

System will go back to Pop-up 
Account Details page
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1 System will show the Pop 
Up Edit Allow 
Transaction, Choose 
Permission
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Click Pencil Icon to 
change the Allow 
Transaction

System will go back to Pop-up 
Account Details
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Menu: Administration > Manage Company

Manage Company

1

2

Click Save3

3
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If it's appropriate, 
Click Done

System will go back to 
Pop-up Account Details
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Menu: Administration > Manage Company

Manage Company

1

1
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System will go back to Manage 
Company > Details page
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Menu: Administration > Manage Company

Manage Company

1

1

2

3

Click  Retrieve Accounts 
by Own CIF 

2
System will show the Box 
Retrieve Account, Choose 
account

3 Click Add
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System will go back to Edit 
after List added
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Menu: Administration > Manage Company

Manage Company

1

1
If it's appropriate, 
Click Save
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Choose Contact Info
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Menu: Administration > Manage Company

1

System will show the Manage 
Company > Edit page

Manage Company

Click Hyperlink Contact 
Info to Edit the Contact 
info that record on the 
Admin and Cash

2

2

1

3

Primary Contact Info part, 
Can’t be changed3
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Menu: Administration > Manage Company

Manage Company

Contact Purpose (Applicable 
in Contact Info Listing) Remarks

Admin
• To Contact Purpose as “Admin”, will get the Welcome 

letter after the Company Onboarding are done

• Contact Purpose used on Layout Payment Advice

• Pada Layout Payment Advice, will be prioritize using 
Contact Purpose with tag “Cash”

• If user Don’t have The Contact Purpose with tag “Cash”, 
it can use Contact Purpose dengan Tag “Admin”

• Every Corporate ID, can have just 1 contact info with 
Tag “Cash”

Cash
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Menu: Administration > Manage Company

Manage Company

Edit fields that needed1

System will show the Pop-up Contact 
Info Details

If the Primary contact column 
is Chosen, so the other details 
will automatically disable by 
system and can’t be edited

2

2

1

3

If it's appropriate, Click 
Save

3
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Click Add

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

Manage Company

1

1



  S  T  E  P

Complete the Mandatory 
Fields
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Choose Contact Purpose 
as needed

System will show the Pop-up 
Contact Info Details
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Menu: Administration > Manage Company

Manage Company

1

2

Click Save3

2

3
Notes: If the Primary Contact box is 
Chosen, so other part can’t be edit

1
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System will go back to Edit page
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Menu: Administration > Manage Company

Manage Company
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Account Maintenance

Contact Info

User

Manage Company

#
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Click add

Choose User
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Menu: Administration > Manage Company

1

System will show the  
Manage Company > Edit

Manage Company

2

1

2
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Menu: Administration > Manage Company

Manage Company

Complete the 
mandatory fields1

System will show the 
Pop-up User Details

Choose User Role2

1

3
If it's appropriate, 
Click Save

3

2
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Click User Hyperlink

System will go back to Edit
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Menu: Administration > Manage Company

Manage Company

1

Notes: 
● If the User tag is SysAdmin: it can edit 

the details fields only, Other fields 
can’t be edit (disable)

● If the User tag as normal User: Can do 
edit and delete1



  S  T  E  P

TUTORIALOCTOBIZ2024

20

Edit fields that needed

System will show the Pop-up 
User Details dengan Maker Role
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Menu: Administration > Manage Company

Manage Company

1

2

1

Click Save2
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System will go back to Edit
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Menu: Administration > Manage Company

Manage Company

1

Click Yes2

2

1

Click Delete
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Menu: Administration > Manage Company

Manage Company

1

System will navigate to Edit 
page with list that needed to 
be Delete

Click Submit

1
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Menu: Administration > Manage Company

Manage Company

System will show the  Submitted for Approval. user can see the 
submission Detail for every tab
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Approval Process
Manage Company
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Click Next

1 Login using CFO administrator as 
Approver. Login using User & 
Company ID

2

Manu: Manage Company

Approve Transaction | Manage Company
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Fill in the 
Password
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1

2 Click Proceed

APPROVER

Manu: Manage Company

Approve Transaction | Manage Company
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Navigate to side menu, 
Click Task List

Click Transaction 
Hyperlink
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1

2

APPROVER

2

Manu: Manage Company

Approve Transaction | Manage Company
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If it's appropriate, 
Click Approve

Click Yes
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1

2

APPROVER

2

1

Manu: Manage Company

Approve Transaction | Manage Company

Review Transaction On 
every Transaction tab
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System will show the Pop-Up 
Approver on the Website
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1

2

APPROVER

1

2

Manu: Manage Company

Approve Transaction | Manage Company

System will Sent a notification 
in mobile. Open device, and 
Click Notification bar



  S  T  E  P

Click  Approve
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APPROVER

Fill in the 6-Digit Pin

2

Manu: Manage Company

Approve Transaction | Manage Company

1
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APPROVER

Manu: Manage Company

If it succeed, System will show 
the Acknowledgement page

Approve Transaction | Manage Company
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APPROVER

Manu: Manage Company

Approve Transaction | Manage Company

Contact Info Acknowledgement Contact Info Pending Approval Tab User Pending Approval Tab

If it succeed, System will show the  Acknowledgement




