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Manage Template This function is used to manage (create, edit, delete) payment 

templates

Pay & Transfer – Manage Template
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Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template

Step 1. [1] [Maker] Login using Company ID & Maker ID > [2] Click Next

Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
Maker ID

Click Next
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 2. [1] [Maker] Fill in the Password > [2] Click Proceed

2

1 Fill in the 
Password

Click Proceed
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] Navigate to Services > Click Manage Template

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: [Maker] [1] To create new transaction template, Click Add 

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5: [Maker] [1] on Manage Template > Add Page, Fill in the ‘Template Name’.

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 6: [Maker] [1] Fill in the Product Group > [2] Fill in the Sender Details.

1

2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 7: [Maker] After Maker choose the payment method, system will show the mandatory parts that needed to complete > [1] Fill in the mandatory 
fields

Catatan : Lihat panduan pengguna masing-masing mode pembayaran untuk informasi lebih lanjut.

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 8a (Optional): [Maker] Click Key parts to lock or unlock each part

If maker wat to edit the details, Maker can Click Key parts to open the edit parts [1]

Or, maker can make any parts into Locked parts [2]

1 2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 8b (Optional): [Maker] [1] Click Add Another Transaction to choose online batch mode

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 9: [Maker] [1] Click Next > [2] Click Submit

2

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 10: System will show the acknowledgement page
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Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 1: Login as Maker, and navigate to Manage Template page

Step 2: [Maker] [1] On the manage template page, Click edit on the template that needed to modify

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] Edit parts > [2] Click Next  > [3] On Review Details page, Click Submit

1

2 3
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: System will show the acknowledgement page



[#]

19

Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 1: Login as Maker, go to Manage Template page

Step 2: [Maker] [1] On manage template page, Click delete to delete the template

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] At the Details Page, Click Delete > [2] Click Yes on the pop-up box

1

2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: System will show the Acknowledgement Page
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Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template

Step 1. [1] [Maker] Login using Company ID & Maker ID > [2] Click Next

Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
Maker ID

Click Next
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 2. [1] [Maker] Fill in the Password > [2] Click Proceed

2

1 Fill in the 
Password

Click Proceed
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] Navigate to Pay & Transfer > Click on the payment method > [2] Click Saved Template 

1

2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: [Maker] On the Saved Template pop-up box [1] Choose template > [2] Click Load

1

2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5a (Optional): [Maker] [1] Fill in the Template Name and Click Search to filter using template name

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5b (Optional): [Maker] [1] Click View Past Transactions to go to Transaction Status Inquiry (TSI) page

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5c (Optional): [Maker] [1] Click View All Template go to Manage Template page

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 6: [Maker] After Click Load, template detail will show
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 6 (Cont’): [Maker] If the part is unlocked, it is the edit able part [1] and vice versa[2]

1 2
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Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template

Step 1. [1] [Maker] Login using Company ID & Maker ID > [2] Click Next

Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
Maker ID

Click Next
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 2. [1] [Maker] Fill in the Password > [2] Click Proceed

2

1 Fill in the 
Password

Click Proceed
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] Navigate to Pay & Transfer > Click on Payment method > Fill in the mandatory fields

Catatan: Lihat panduan pengguna masing-masing mode pembayaran untuk informasi lebih lanjut.

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: [Maker] [1] Click Next > [2] On Review Details page, Click Submit

1 2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5: [Maker] [1] After the submission process are success, Click Save As Template on the Acknowledgement page

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 6: [Maker] Template detail will automatically shown, fill in the Template Name [1] 

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 7 (Optional): [Maker] [1] Modify the column that needed to be locked or not

Catatan: Save as Template adalah alternatif dari Add Template, rujuk ke Add Template untuk detail yang lebih lengkap

1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 8: [Maker] [1] Click Submit. System will show the submission pop up box

1
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Manage Template

1. Add
2. Modify
3. Delete
4. Pay & Transfer - Saved Template
5. Pay & Transfer - Save As Template
6. Approval

TUTORIALOCTOBIZ2024
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Similar to other features in the system, the approval workflow for managing templates only applies to Multiple Access Makers, Simple Workflow.

For Single Access Makers, changes will occur when the Maker submits Add/Modify/Delete Template directly.

The following slide explains the approval flow for Multiple Access Makers
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Manage Template

Step 1. [1] [Approver] Login using Company ID & Maker ID > [2] Click Next

Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
Maker ID

Click Next
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 2. [1] [Maker] Fill in the Password > [2] Click Proceed

2

1 Fill in the 
Password

Click Proceed
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 3: [Approver] [1] Navigate to Inquiry > Click Task List > [2] Find the task that needed to be approved, click Task Hyperlink

2
1
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 4: [Approver] [1] On the task detail page, Click Approve > [2] Click Yes

1

2
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Manage Template
Menu : Services > Manage Template | Description: This function is used to manage (create, edit, delete) payment templates

TUTORIALOCTOBIZ2024

Step 5: [Approver] System will show the acknowledgement page


