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Save as Draft is used to save payment prior to executing it

Pay & Transfer – Save as Draft

  



SAVE AS DRAFT
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Website Version
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Save As Draft

1. Save as draft with single Beneficiary

2. Save as draft with multiple Beneficiaries

3. Action that can be done while saving transaction:

○ Submit

○ Edit

○ Delete
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Save As Draft

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

Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
User ID

Click Next
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

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

2

1 Fill in the 
Password

Click Proceed
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 3: [Maker] [1] Navigate to side menu, click Pay & Transfer> Click Payment Mode

1
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 4: [Maker] [1] Click ‘Your Account’ > [2] Choose source of funds > [3] Click Next

1

2

3
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 5: [Maker] [1] Choose value date

1
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 6: [Maker] [1] Click ‘To Account’ > [2] Choose Crediting Account that needed > [3] Click Next 

1

2

3
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 7: [Maker] [1] Fill in the mandatory fields > [2] Click Save as Draft

1

2
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 8: [Maker] System will navigate to acknowledgement page after the submission process are done
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TUTORIALOCTOBIZ2024

Save As Draft

1. Save as draft with single Beneficiary

2. Save as draft with multiple Beneficiaries

3. Action that can be done while saving transaction:

○ Submit

○ Edit

○ Delete
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 1: Login as Maker, Go to data entry page for Pay & Transfer

Step 2: [Maker] [1] Fill in the mandatory fields > [2] Click Add Another Transaction 

1

2
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 3: [Maker] If it succeed, system will show the Online Batch > [1] Complete details on second beneficiary part > [2] Click Add Another 
Transaction

1

2
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 4: [Maker] Repeat the process > [1] Click Save as Draft

1



16

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 5: [Maker] If saving process is succeed, system will show the acknowledgement page
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Save As Draft

1. Save as draft with single Beneficiary

2. Save as draft with multiple Beneficiaries

3. Action that can be done while saving transaction:

○ Submit

○ Edit

○ Delete
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Save As Draft

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

Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

2

1
Fill in the 
Company ID & 
User ID

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

TUTORIALOCTOBIZ2024

2

1 Fill in the 
Password

Click Proceed

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 3: [1] Navigate to side Menu > Click Task List

1
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 4: [Maker] [1] Check saved transaction dan Click task’s hyperlink to go to task list details

1
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Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 5: [Maker] [1] Click Submit  > [2] Click Yes on the pop-up box

1

2
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 6: [Maker] If the submission process are succeed, system will navigate to acknowledgement page
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TUTORIALOCTOBIZ2024

Save As Draft

1. Save as draft with single Beneficiary

2. Save as draft with multiple Beneficiaries

3. Action that can be done while saving transaction:

○ Submit

○ Edit

○ Delete
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 1: Login to CFO as Maker, go to Task Details page part Saved Transaction  

Step 2: [Maker] [1] On Task List details page, Click Edit  

1
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 3: [Maker] System will show the Data Entry page, [1] Edit field if needed

1
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 4a: [Maker] [1] To save the transaction, Click Save as Draft

1
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 4b: [Maker] [1] to save changes Click Next  > [2] Click Submit 

1

2
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 4b (following step): System will navigate to acknowledgement page
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TUTORIALOCTOBIZ2024

Save As Draft

1. Save as draft with single Beneficiary

2. Save as draft with multiple Beneficiaries

3. Action that can be done while saving transaction:

○ Submit

○ Edit

○ Delete
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 1: Login to CFO as Maker, navigate to Task Details page part Saved Transaction

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

1

2
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TUTORIALOCTOBIZ2024

Save As Draft
Menu : Pay & Transfer | Deskripsi: is used to save payment prior to executing it

Step 3: System will navigate to acknowledgement page



Transfer to Own Account

TUTORIALOCTOBIZ2024

Mobile Version
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Step 1: [1] Login as Maker > [2] Click Password Login > [3] Input Password > [4] Click Proceed

TUTORIALOCTOBIZ2024

Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

3

1Click Password Login

Click Proceed

2 Input Password
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TUTORIALOCTOBIZ2024

Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

Step 2: [Maker] [1] Click Transfer to Other Banks

Step 3: [Maker] [2] Fill in the From Account and Transaction Type

Step 4: [Maker][3] Choose New Transfer on Transfer To section

1

2

3
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Remark: Click “Saved Beneficiary” will navigate to page with data that automatically filled by system. if we click “new transfer”, need to input that data manually

Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

Step 5: [Maker] [1] Fill in the Beneficiary details [this page will shown while user Click the New Transfer part] > [2] Click Next

TUTORIALOCTOBIZ2024

1
2
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 6: [Maker] [1] Fill in the Amount details > [2] Fill in the Value Date > [3] Click Next

1

2

3
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 7: [Maker] [1] Fill in the Other Details part > [2] Click Next

1

2
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 8: [Maker] Verify the details on Confirmation page > [1] Click Save as Draft

1
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Continue from’ Step 8: system will show the acknowledgement page
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 9: [Maker] [1] Navigate to task list mnu

Step 10: [Maker] [2] Click Drafts tab

Step 11: [Maker] [3] Find the saved transaction on listing page

Step 12: [Maker] [4] Choose saved record > Click Submit

2

1

3

4
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 13: [Maker] [1] Click Yes on the pop up box

Step 14: [Maker] [2] System will show the acknowledgement page

1

2
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 15: Login as Approver > [1] Go to Task List page

Step 16: [CFO Approve] [2] Click Pending Approval tab > [3] Choose on a task > [4] Click Approve > [5] Click Yes on Confirmation Page

4

1

2

3

5
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Save as Draft
Menu : Homepage > In-House transfer| Deskripsi: is used to save payment prior to executing it

TUTORIALOCTOBIZ2024

Step 16: [Approver] System will show the Acknowledgement page


