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Transaction – Create New Underlying Documents Fitur yang digunakan untuk 
membuat Underlying Documents baru dan memantau status transaksi untuk 
seluruh transaksi yang menggunakan Underlying Documents yang baru

Transaction - Create New Underlying Documents is a feature that used to create 
new underlying documents and track the Transaction status for all transaction that 
used the New underlying Documents
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Create New Underlying Documents | Create New Underlying Documents

1

2

3

1 Klik Password Login

Click Password Login

2 Masukan Password

Input Password

3 Klik Proceed

Click Proceed
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2

1 Klik menu more

Click More menu

2 Pilih Underlying 
Documents

Choose Underlying 
Documents
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2

3 4
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Sistem akan menampilkan halaman 
Underlying Documents

System will show the Underlying Documents 
page

1 Klik Upload new Documents

Click Upload New Documents

2 Lengkapi seluruh bagian mandatory

Complete all the Mandatory Details

3 Masukan document date dan 
document expiry date

Input Document Date and Document 
Expiry Date

4 Plih dan upload dokumen

Choose and Upload Documents

5 Klik Next

Click Next
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

21

3 1 Baca detail persetujuan, klik 
Agree & Continue

Read E-Statement, click Agree & 
Continue

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

System will show the 
Confirmation page. Once ok, click 
Submit

3 Jika submit berhasil, sistem 
akan menampilkan halaman 
Acknowledgement

Once submitted, system will show 
the Acknowledgement page
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2

3

Login sebagai Approver

Login as Approver

1 Isi Password

Input Password

2 Klik Proceed

Click Proceed
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

1

2

3

4

1 Klik Task list

Click Task List

2 Pilih Maintenance 
sebagai viewing

Choose Maintenance as 
Viewing

3 Klik Pending Approval

Click Pending Approval

4 Klik transaksi yang 
akan di approve

Choose Transaction
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

Tinjau ulang transaksi yang 
telah di kirim maker,

Review Transaction

1 Jika sudah sesuai, 
klik Approve

Click Approve

2 Klik Yes

Click Yes



12

LANGKAH

TUTORIALOCTOBIZ2025

08
APPROVER

2

1

Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

3

1 Jika sudah sesuai, klik 
Approve

Once Ok, Click Approve

2 Masukkan pin transaksi

Input Transaction Pin

3 Jika berhasil, sistem akan 
menampilkan halaman 
acknowledgement

Once succeed, system will show 
the Acknowledgement page
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Menu: File Upload > Underlying Documents

Create New Underlying Documents | Create New Underlying Documents

Sistem akan menampilkan 
Halaman Acknowledgement

System will show the 
Acknowledgement page
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1

2

3

1 Klik Password Login

Click Password Login

2 Masukan Password

Input Password

3 Klik Proceed

Click Proceed
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Check Transaction Status | Create New Underlying Documents

2
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1 Klik Menu More

Click More Menu

2 Klik Transaction Status Inquiry

Click Transaction Status Inquiry

3 Pilih Maintenance sebagai viewing

Choose Maintenance as Viewing

4 Pilih transaksi yang diinginkan

Choose Transaction

5 Sistem akan menampilkan detail 
transaksi dan statusnya

System will show the Transaction 
Detail and its Status
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1

2

3

1 Klik Password Login

Click Password Login

2 Masukan Password

Input Password

3 Klik Proceed

Click Proceed
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Inquiry Listing Underlying Documents | Create New Underlying Documents

1

2

1 Klik menu more

Click More menu

2 Pilih Underlying 
Documents

Choose Underlying 
Documents
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3

Sistem akan menampilkan halaman 
Underlying Documents

System will show the Underlying Documents 
page

1 Klik Filter

Click Filter

2 Lengkapi seluruh Detail Filter

Complete all the Filter Details

3 Klik Apply

Click Apply
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1

2

Sistem akan menampilkan 
Listing

System will show the Listing

1 Klik transaksi yang 
dituju

Click Transaction

2 Sistem akan 
menampilkan detail 
underlying 
documents

System will show the 
Underlying 
Documents Detail




