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Account & Dashboard

Reactivate Inactive Account

Reactivate Inactive Account – berfungsi untuk mengaktifkan rekening

yang statusnya inactive, via OCTOBIZ

Reactivate Inactive Account – a function to re-activate Account with

Inactive status, via OCTOBIZ

Create Task03 Approve Task12



3

LANGKAH

TUTORIALOCTOBIZ2026

01

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

Visit OCTO Biz website on: 
www.octobiz.co.id

2 Masuk dengan menggunakan 
User & Company ID

Login using User & Company ID

3 Klik Next

Click Next

Menu: Administration > Manage Company

Reactivate Inactive Account

http://www.octobiz.co.id
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1 Isi Password

Input Password

2 Klik Proceed

Click Proceed

Menu: Administration > Manage Company

Reactivate Inactive Account
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1 Klik Administration pada 
side menu

Click Administration on the 
side menu

2 Klik Manage Company

Click Manage Company

1

2

Menu: Administration > Manage Company

Reactivate Inactive Account
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System akan mengarahkan ke
halaman Manage Company > 
Account Maintenance Tab

System will navigate to  Manage 
Company > Account Maintenance 
Tab page

1 Klik Edit

Click Edit

2 Untuk rekening yang 
Inactive, sistem akan
memunculkan “Activate 
Button”

For Inactive accounts, 
system will show “Activate 
Button”

Menu: Administration > Manage Company

Reactivate Inactive Account

1
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Menu: Administration > Manage Company

Reactivate Inactive Account

1

Jika hanya ingin mengaktifkan 1 
(satu) akun

If want to activate only 1 (one) 
account

1 Pada rekening yang ingin
diaktifkan, klik Activate

On the account wanted to 
be reactivated, click 
Activate

2 Pada kotak pop-up 
confirmation, klik Yes

On the pop-up 
confirmation box, click Yes

2

05a
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Menu: Administration > Manage Company

Reactivate Inactive Account

1

3

2

Jika ingin mengaktifkan beberapa
akun sekaligus

If want to activate a few accounts

1 Pada rekening yang ingin
dipilih, centang box 
disamping rekening

On the accounts wanted to 
be reactivated, tick account 
check box

2 Klik Activate Selected

Click Activate Selected

3 Pada kotak pop-up 
confirmation, klik Yes

On the pop-up 
confirmation box, click Yes
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1 Klik Save

Click Save

2 Klik Submit

Click Submit

Menu: Administration > Manage Company

Reactivate Inactive Account

1

TUTORIALOCTOBIZ2026

2
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Menu: Administration > Manage Company

Reactivate Inactive Account

Sistem Lalu menampilkan Halaman 
Acknowledgement

System will show the 
Acknowledgement page



Reactivate Inactive Account

Approve Task
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APPROVER

Approve | Reactivate Inactive Account

Login sebagai Approver

Login as approver

1 Isi Password

Input password

2 Klik Proceed

Click Proceed



13

LANGKAH

TUTORIALOCTOBIZ2025

02
APPROVER

1 Pilih Task List pada side 
menu

Choose Task List on the 
side menu

2 Klik Hyperlink task

Click task Hyperlink 

1

2

Menu: Administration > Manage Company

Approve | Reactivate Inactive Account
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APPROVER

Sistem akan mengarahkan ke task 
list detail page

System will navigate to task list 
detail page

1 Klik Approve

Click Approve

2 Pada kotak pop-up 
confirmation, klik Yes

On the pop-up 
confirmation box, click Yes

Approval dilanjutkan dengan Soft 
Token/Hard Token tergantung
penggunaan Sysadmin2

Approval continues with Soft 
Token/Hard Token depending on 
Sysadmin2’s Token

1

2

Menu: Administration > Manage Company

Approve | Reactivate Inactive Account
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APPROVER

Sistem Lalu menampilkan Halaman 
Acknowledgement

System will show the 
Acknowledgement page

Menu: Administration > Manage Company

Approve | Reactivate Inactive Account
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