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Proxy – Proxy Task List merupakan fitur untuk Proxy User melakukan 
pengumpulan task atas nama Approver

Proxy - Proxy Task List is a feature for Proxy User to perform task collection on 
behalf Approver

Proxy

Proxy Task List



Proxy Task List Flow

Task Collection on Behalf 
of Specific Approver tied 
to Proxy User
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1 Kunjungi Website OCTO Biz di: 
www.octobiz.co.id

Visit OCTO Biz: 
www.octobiz.co.id

2 Masuk dengan menggunakan 
User & Company ID

Login using User & Company ID

3 Klik Next

Click Next

http://www.octobiz.co.id
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Proxy Task List

1 Isi Password

input Password

2 Klik Proceed

Click Proceed
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Proxy Task List

1 2
1 Arahkan pada menu 

disamping, klik Proxy 
Task

Navigate to side menu, 
click Proxy Task

2 Pilih Proxy Task List

Choose Proxy Task List
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Proxy Task List

21

Sistem akan menampilkan halaman 
Proxy Task List Listing

System will show the Proxy Task List 
listing page

1 Pilih Transaction Group yang 
dibutuhkan

Choose Transaction Group

2 Pilih Approver spesifik

Choose Specific Approver
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Proxy Task List

1

1 Pilih Transaksi yang 
ingin di Collect

Choose Transactions 
to Collect

2 Klik Collect Selected

Click Collect Selected

3 Klik Proceed

Click Proceed

2

3
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1

2

Sistem akan menampilkan 
Halaman Review Details

System will show the Review 
Details page

1 Masukkan Collection 
Description

Input Collection 
Description

Periksa seluruh Detail 
Transaksi

Check all transaction details

2 Klik Confirm

Click Confirm
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1

2

3

Sistem akan menampilkan 
Halaman Acknowledgement
System will show the 
Acknowledgement page

[OPTIONAL]
User dapat melihat QR Code 
transaksi
User can see the Transaction QR 
Code

1 Klik View QR Code

Click View QR Code

2 Sistem akan menampilkan 
box QR Code

System will show the QR 
Code box

3 Jika sudah, klik Done

Once OK, click Done
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Proxy Task List

1

User dapat melakukan Download report 
pada Halaman Acknowledgement
User can Download the Report on 
Acknowledgement page

1 Klik Download

Click Download

2 Sistem akan menampilkan pop up 
di bagian atas listing

System will show the pop up on the 
top of listing page

2
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Proxy Task List

1
User dapat kembali ke halaman 
dashboard

User can navigate back to 
dashboard page

1 Klik Reporting

Click Reporting

2 PIlih Download Report

Choose Download Report
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Proxy Task List

1

2

3

4
5

SIstem akan menampilkan halaman 
Download Reports > Inquiry & Listing

System will show the Download Reports > 
Inquiry & Listing page

1 Pilih Proxy Task sebagai Report type

Choose Proxy Task as Report Type

2 Plih Proxy Task - Download sebagai 
Report Name

Choose Proxy Task - Download as 
Report Name

3 Klik Search

Click Search

4 Pilih report

Choose Report

5 Klik Download

Click Download
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Proxy Task List

1

2

1 SIstem akan otomatis 
melakukan Download 
Report

System will automatically 
download the report

2 Contoh untuk Report 
Proxy Task List

Example for Proxy Task 
List Report
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SIstem akan otomatis mengirimkan notifikasi email ke approver untuk Successful Task Collection

System will automatically send the email notification  to approver on Successful Task Collection

12
Proxy Task List



Proxy Task List Flow

Task collection on behalf 
of all Approvers tied to 
the Proxy user
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01

1 Kunjungi Website OCTO Biz di: 
www.octobiz.co.id

Visit OCTO Biz: 
www.octobiz.co.id

2 Masuk dengan menggunakan 
User & Company ID

Login using User & Company ID

3 Klik Next

Click Next

http://www.octobiz.co.id
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Proxy Task List

1 Isi Password

input Password

2 Klik Proceed

Click Proceed
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03
Proxy Task List

1 2
1 Arahkan pada menu 

disamping, klik Proxy 
Task

Navigate to side menu, 
click Proxy Task

2 Pilih Proxy Task List

Choose Proxy Task List
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21
Sistem akan menampilkan halaman 
Proxy Task List Listing

System will show the Proxy Task List 
listing page

1 Pilih Transaction Group yang 
dibutuhkan

Choose Transaction Group

2 Pilih All Approver

Choose All Approver
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1

1 Pilih Transaksi yang 
ingin di Collect

Choose Transactions 
to Collect

2 Klik Collect Selected

Click Collect Selected

3 Klik Proceed

Click Proceed
2

3
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1

2

Sistem akan menampilkan 
Halaman Review Details

System will show the Review 
Details page

1 Masukkan Collection 
Description

Input Collection 
Description

Periksa seluruh Detail 
Transaksi

Check all transaction details

2 Klik Confirm

Click Confirm



23

LANGKAH Menu: Task List

TUTORIALOCTOBIZ2026

07
Proxy Task List

2

3

Sistem akan menampilkan 
Halaman Acknowledgement
System will show the 
Acknowledgement page

[OPTIONAL]
User dapat melihat QR Code 
transaksi
User can see the Transaction QR 
Code

1 Klik View QR Code

Click View QR Code

2 Sistem akan menampilkan 
box QR Code

System will show the QR 
Code box

3 Jika sudah, klik Done

Once OK, click Done

1
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User dapat melakukan Download report 
pada Halaman Acknowledgement
User can Download the Report on 
Acknowledgement page

1 Klik Download

Click Download

2 Sistem akan menampilkan pop up 
di bagian atas listing

System will show the pop up on the 
top of listing page

2

1
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Proxy Task List

1
User dapat kembali ke halaman 
dashboard

User can navigate back to 
dashboard page

1 Klik Reporting

Click Reporting

2 PIlih Download Report

Choose Download Report
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1

2

3

4
5

SIstem akan menampilkan halaman 
Download Reports > Inquiry & Listing

System will show the Download Reports > 
Inquiry & Listing page

1 Pilih Proxy Task sebagai Report type

Choose Proxy Task as Report Type

2 Plih Proxy Task - Download sebagai 
Report Name

Choose Proxy Task - Download as 
Report Name

3 Klik Search

Click Search

4 Pilih report

Choose Report

5 Klik Download

Click Download
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Proxy Task List

1

2

1 SIstem akan otomatis 
melakukan Download 
Report

System will automatically 
download the report

2 Contoh untuk Report 
Proxy Task List

Example for Proxy Task 
List Report
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SIstem akan otomatis mengirimkan notifikasi email ke approver untuk Successful Task Collection

System will automatically send the email notification  to approver on Successful Task Collection

12
Proxy Task List




