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BUKU PANDUAN Kopra by Mandiri

Il.  Yang Anda Butuhkan Untuk Login

Untuk mendapatkan pengalaman terbaik saat menggunakan Kopra by Mandiri, pastikan laptop atau
komputer Anda sesuai spesifikasi berikut:

e Sudah memiliki Company ID, User ID dan Kata Sandi
e Mengupdate ke versi terbaru Firefox, Chrome dan Safari
e  Matikan pop-up blocker saat mengakses Kopra by Mandiri
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1. Transfer

1.1  To Mandiri

Menu Transfer to Mandiri diperuntukkan untuk transaksi transfer ke rekening penerima
Bank Mandiri

1. Klik menu Payment pada sidebar
2. Pilih menu Transfer
3. Klik tombol To Mandiri

Transfer te Mandiri

Transfer Details

Source of Fund Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination

Enter account nurr

Cancel Save as Draft

4. Pilih Rekening Sumber (Source of Fund) sebagai rekening pendebitan.

5. Klik pada bagian Destination untuk menampilkan list rekening Terbaru/Recent (10
transaksi terakhir), Own Account/Rekening Sendiri, dan Daftar
Penerima/Beneficiary List.

6. Atau anda bisa mencari berdasarkan nomor, nama, atau alias rekening pada bagian
Tujuan/Destination. Layar akan menampilkan Saran/Suggestion apabila rekening
ditemukan pada daftar Terbaru/Recent, Rekening Sendiri/Own Account, atau
Daftar Penerima/Beneficiary List Anda.
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Transfer te Mandiri

Transfer Details

Source of Fund Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination

[ 0700 8736 6475 8|

0700873664758
Kopra Mandiri

Save as Draft

7. Untuk melihat list Rekening Sendiri/Own Account atau Daftar Penerima/Beneficiary
List Anda secara lebih menyeluruh, Anda dapat klik icon “Buku Kontak”.
8. Setelah rekening ditemukan, Anda dapat klik “Transfer ke nomor ini/Transfer to

this number”.
e Apabila mata uang rekening sumber sama dengan rekening penerima:
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o Silahkan isi Jumlah/Amount

Transfer te Mandiri

Transfer Details

Source of Fund

PT Indobaru

Unit Pemasaran - 0700 0044 1647 0

Destination

Kopra Mandiri
Bank Mandiri - 0700 8736 6475 8

Amount

Kopra by Mandiri

Change

IDR 819,983,500.80

Change

Currency
IDR

Remark (Optional)

Additional notes will appear on y

Email Notification (Cptional)

Enter email address, comma separated

Save as Draft

e Apabila mata uang rekening sumber berbeda dengan rekening penerima:

Transfer to Mandiri

Transfer Details

Source of Funds

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

Destination

PT Kopra Mandiri
Bank Mandiri - 0700 8736 6475 8

Amount

USD v Enter transfer amount

Counter Rate
As of 20 Dec 2023 10:15:02 (GMT +7)

Transaction Reference (Optional)

Numbe note:

Remark (Optional)

Additional nates will annear on vour acc

Cancel

Change

IDR 819,983,500.80

Change

Currency
usp

Equivalent to

IDR  0.00

IDR 15,500.00

Save as Draft

o Field Jumlah/Amount akan berbentuk card Exchange Rate.
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o Anda bisa memilih Jumlah/Amount dalam mata uang rekening sumber atau
rekening tujuan pada dropdown list
9. Anda bisa input referensi transaksi, remark, email dan SMS notifikasi apabila
diperlukan.
10. Klik Lanjutkan/Next untuk ke halaman Overview.

Transfer to Mandiri

Transfer Details

Source of Fund Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination Change

Kopra Mandiri Currency
Bank Mandiri - 0700 8736 6475 8 IDR

Amount

IDR 40,000,000.00

Transaction Reference (Optional)

Email Notification (Optional)

Enter email address, commz

Cancel Save as Draft m

11. Apabila data yang terisi sudah sesuai, Anda bisa klik Submit.
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Transfer te Mandiri

Overview

Please make sure the data is correct

Source of Fund
Account Number 0700004416470 1DR

Account Name PT Indobaru

Transfer Destination

Account Number 07008736 64758 IDR
Account Name Kopra Mandiri
Beneficiary Bank Bank Mandiri
Transaction Reference -

Remark -

Transaction Time Immediate
Amount

Amount IDR 40,000,000.00

Total Debit Amount IDR 40,000,000.00

Save as Draft

12. Sekarang permintaan Anda menunggu persetujuan approver. Klik Close untuk
menutup tampilan serta kembali ke landing page.

Request Submitted

Your transaction is waiting for approval

Transaction Details
Transaction ID 20231207223981627
Created 16 Jan 2024, 09:12:59

Transaction Status Pending Approval by Liviana Mandira

Source of Fund
Account Number 0700004416470 DR

Account Name PT Indobaru

Transfer Destination

Account Number 0700873664758 IOR
Account Name Kopra Mandiri
Beneficiary Bank Bank Mandiri

Remark -

Transaction Reference -

Transaction Time Immediate

Amount

@ Save as Favorite Save Beneficiary m

13. Transaksi yang telah dibuat akan tercatat pada halaman Transfer Overview.
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D | EN @2 { Lidwina

Lidw

Transfer

Transfer menu Start by selecting the destination bank, or by Manual Input or File Upload

ayments - o Mandiri ' Other Banl anual Input 1 File Uploar 7) Saved Items
Payi t To Mandiri To Other Bank 7 M 1l *. File Upload Saved If

- Transfer
Transfer Overview

Payrol

1 Dec 2023 + 31 Dec 2023 = Show 10 v Entries
Bill Payment

Tax & Duty Payment AlQ Pending Transaction 1 Need to Repair o Rejected © Partial Success 0 Success 0 Failed o
L Tax & Duty Payme

Kopra Mandiri
medin~ Bank Mandiri « 0700 8736 6475 8
Created 16 Jan 2024, 09:12:5¢ IDR 40,000,000.00

Pending Approval

Payment Destination List

f& Collections

2 Liquidity

fi Bank Guarantee ~

Import

14. Setelah berhasil tersubmit, corporate user approver dapat melakukan approve
pada Pending Task.

1.2 To Other Bank
Menu Transfer to Other Bank diperuntukkan untuk transfer ke rekening Bank lain.

1. Klik menu Payment pada sidebar
2. Pilih menu Transfer
3. Pilihtombol To Other Bank
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Transfer te Other Bank

Transfer Details

Source of Funds

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination

Enter transfer destinatior

Country

Indonesia

Remittance Currency

IDR

Beneficiary Bank

eficiary bank or swift code

Save as Draft

4. Pilih Rekening Sumber (Source of Fund) sebagai rekening pendebitan.

5. Klik pada bagian Destination untuk menampilkan list rekening Terbaru/Recent (10
transaksi terakhir) dan Daftar Penerima/Beneficiary List.

6. Anda bisa mencari berdasarkan nomor, nama, atau alias rekening pada bagian
Tujuan/Destination. Layar akan menampilkan Saran/Suggestion apabila rekening
ditemukan pada daftar Terbaru/Recent atau Daftar Penerima/Beneficiary List
Anda.
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Kopra by Mandiri

Transfer te Other Bank

Transfer Details

Source of Funds Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination

[ 9873746724| J

Suggestion

Sonia Maharani

9873 7467 24

Bank Negara Indonesia

Remittance Currency

IDR

Beneficiary Bank

Beneficiary bank or swift code

Save as Draft

7. Setelah rekening ditemukan, Anda dapat klik “Transfer ke nomor ini/Transfer to

this number”.

e Apabila mata uang rekening sumber sama dengan rekening penerima:

Transfer ta Other Bank

Transfer Details

Source of Funds Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination Change

Sonia Maharani Currency
Bank Negara Indonesia - 9873 7467 24 IDR

Transfer Method

BI Fast

Charge to
(® our () BEN
Remitter Beneficiary

Purpose of Transaction

Purchase

Save as Draft
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o Silahkan pilih Metode Transfer/Transfer Method
o SilahkanisiJumlah/Amount
e Apabila mata uang rekening sumber berbeda dengan rekening penerima:

Transfer ta Other Bank

Transfer Details

Source of Fund Change

PT Indobaru
Unit Pemasaran - 0700 0044 1647 0

IDR 819,983,500.80

Destination
Sonia Maharani Currency

Bank Negara Indonesia - 1100 2738 37 usp

Transfer Method

International

Amount Equivalent to

USD v 10,000.00 IDR 77,515,500.00

You've got a special rate!
Current counter rate IDR 15,500.00

Request Special Rate

Cancel Save as Draft

Metode Transfer/Transfer Method akan menjadi International

Field Jumlah/Amount akan berbentuk card Exchange Rate.

Anda bisa memilih Jumlah/Amount dalam mata uang rekening sumber atau
rekening tujuan pada dropdown list

o Apabila Anda meng-input Amount lebih dari equiv. USD 5,000.00 maka akan ada
tawaran special rate.

o Andadapat memilih untuk request special rate (Catatan: special rate hanya
berlaku untuk Immediate transaction. Dana Anda akan di hold sebesar jumlah
Amount dan Anda harus mengeksekusi transaksi tersebut di hari yang sama).

o Apabila Andaingin menggunakan counter rate, silahkan untuk abaikan
penawaran dan klik Next.

8. Anda bisa input referensi transaksi, remark, email dan SMS notifikasi apabila
diperlukan.

9. Silahkan isi kolom/field yang diperlukan, setelah itu klik Next.

10. Apabila data yang terisi sudah sesuai, Anda bisa klik Submit.
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Transfer te Other Bank

Overview

Kopra by Mandiri

Please make sure the data is correct

Source of Funds
Account Number

Account Name

Transfer Destination

Account Number
Account Name
Beneficiary Bank
Transfer Method
Purpose of Transaction
Transaction Reference
Remark

Transaction Time

Amount
Amount

Transaction Fee (OUR)

0700004416470 DR

PT Indobaru

9873746724 DR
Sonia Maharani

Bank Negara Indonesia
Bl Fast

Others

Immediate

IDR 40,000,000.00

IDR 2,500.00

Save as Draft

11. Sekarang permintaan Anda menunggu persetujuan approver. Klik Close untuk
menutup tampilan serta kembali ke landing page.

Request Submitted

Your transaction is waiting for approval

Transaction Details
Transaction D
Created

Transaction Status

Source of Funds
Account Number

Account Name
Transfer Destination
Account Number

Account Name

Beneficiary Bank

Transfer Method

Purpose of Transaction

Transaction Reference

Remark

@ Save as Favorite

20231207223981627

16 Jan 2024, 09:12:59

Pending Approval by Liviana Mandira

0700004416470 DR

PT Indobaru

9873746724 DR
Sonia Maharani

Bank Negara Indonesia
Bl Fast

Others

Save Beneficiary m

12. Transaksi yang telah dibuat akan tercatat pada halaman Transfer Overview.
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kopra
T~ / Transfer

) Home Transfer menu Start by selecting the destination bank, or by Manual Input or File Uploag

Payments - To Mandiri '© Other Bank Manual Input 1. File Upload o) Saved ltems
Y z

- Transfer

Lidwina
Licw

Transfer Overview

Payrol
1 Dec 2023 + 31 Dec 2023 = Show 10 v Entries

Bill Payment

Tax & Duty e AlQ Pending Transaction 1 Need to Repair o Rejected © Partial Success 0 Success 0 Failed o
L Tax & Duty e

SOPP . .
Sonia Maharani Pending Approva

MBNI Bank Negara Indonesia « 9873 7467 24
Created 16 Jan 2024, 09:12:59 IDR 40,003,500.00

Payment Destination List

f& Collections

y
&2 Liquidity
i Ba

& Import

13. Setelah berhasil tersubmit, corporate user approver dapat melakukan approve
pada Pending Task.

1.3  Manual Input

1. Login sebagai user maker
2. Klik menu Payment pada sidebar.
3. Pilih menu Transfer.

4. Klik Manual Input pada menu utama.
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ké?!;/ olen B (G Lidvia

Payroll

accounts and other bank accounts.

Transfe
Payroll Overview
Payroll
1 Dec 2023 —+ 31Dec 2023 ] Show 0 v Entries

Nle Pending Transaction 0 Need to Repair © Rejected © Partial Success 0 Success 0 Failed o

No Transaction Recorded on Your Account

et's get started on your transactions!

5. Masukkan Beneficiary Bank, Destination, Method dan Amount.

Payroll by Manual Input

Payroll Details

Source of Fund

PT Indobaru
IDR 819,983,500.80
Unit Pemasaran - 0700 0044 1647 0

Transfer Destination

No Beneficiary Bank Destination Method Amount Details

Bank Mandir Inhouse v =

Payroll Title

Transaction Time

xecution time for the transaction Immediate

Cancel Save as Draft

6. Setelah semua field terisi, Anda dapat mengklik Add Other Transfer Destination untuk
memverifikasi transaksi.
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Payroll by Manual Input

Payroll Details

Source of Fund

PT Indobaru
IDR 819,983,500.80
Unit Pemasaran - 0700 0044 1647 0

Transfer Destination

No Beneficiary Bank Destination Method

Bank Mandiri 1450 5687 5843 3 - Son Inhouse v

@ Add Other Transfer Destination

Payroll Title (Optiona
Transaction Time

Immedia
xecution time for the transaction ediate

Cancel

Kopra by Mandiri

Amount Details

IDR  10,000,000.00 =

Save as Draft m

7. lJika Anda ingin memasukkan detail transaksi tersebut, anda dapat klik button Details dan KOPRA
akan menampilkan screen berikut

Multiple T
Trans

Source

PTPe
Unit P

Remark prional;

Transfer

No

Trans
Execu

< Detail Informations

Transaction Reference (Cptional}

Email Notification 2y

SMS Notification (Cptiona (0

Add Details

Y |

8. Apabila Anda ingin melakukan multiple transfer, Anda dapat mengklik Add Other Transfer
Destination dan mengisi kembali Beneficiary Bank, Destination, Method dan Amount.
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Payroll by Manual Input

Payroll Details

Source of Fund

PT Indobaru

IDR 819,983,500.80

Unit Pemasaran - 0700 0044 1647 0

Transfer Destination

No Beneficiary Bank

Bank Mandiri

BNI - Bank Ne...

Bank Mandiri

Bank CIMB Nia..

Bank Jago

Cancel

Destination

1450 5687 5843 3 - So...

0800 8234 53 - Kharis...

1440 8738 48391 - Pri..

4447 7000 98 - Nadya...

1200 9873 3454 43 - P

Method Amount

Kopra by Mandiri

Details Action

Inhouse 10,000,000.00 =

Bl Fast 10,000,000.00

Inhouse 10,000,000.00

10,000,000.00

10,000,000.00

9. Setelah itu Anda dapat mengklik Next untuk ke halaman Overview.

10. Apabila semua sudah sesuai, klik Submit.

Payroll by Manual Input

Overview

Please make sure the data is corre

Source of Fund
nt Number
1t Name
Payroll Summary
Payroll Title
Total Records

Transaction Time

Amount

Transaction Fee (OUR)

Total Debit Amount

< Back

Save as Draft m

0700004416470 IDR

PT Indobaru

Payroll Feb
10 Records

Immediate

IDR 100,000,000.00

IDR 14,400.00 ~

IDR 2,500.00 ~

IDR 100 014 400.00

Save as Draft m
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11. Sekarang permintaan Anda menunggu persetujuan approver. Klik Close untuk menutup
tampilan serta kembali ke landing page.

Request Submitted

Your transaction is waiting for approval

Transaction Details

Transaction 1D 20231207223981627
Document Number 20231207223981627
Created 03 Dec 2023, 09:12:59

Transaction Status Pending Approval by Liviana Mandira

Source of Fund
0700004416470 DR
PT Indobaru

Payroll Summary

Payroll Title Payroll Feb

Total Records 10 Records

Transaction Time Immediate

Amount
IDR 100,000,000.00

IDR 14,400.00 ~

kﬁf’!;ﬁ’/

Payroll

Transfer payroll to Mandiri accounts and other bank accounts

Payroll Overview

Payroll

1Dec 2023 — 31Dec 2023 =) Show 10 v Entries
Pending Transaction 1 Need to Repair 0 Rejected 0 Partial Success 0 Success 0 Failed 0

Multiple Payroll + Manual Input Pending Approval

IDR 100,014,400.00
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13. Setelah berhasill tersubmit, corporate user approver dapat melakukan approve pada Pending
Task.
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1.4  File Upload

Login sebagai user maker

Klik menu Payment pada sidebar.
Pilih menu Transfer.

Klik File Upload pada menu utama.

MPoobdE

L £2 Lidwina
D |EN L5 | =
= Lidwina@indobaru.co.id

kopra

) Home Transfer me

Transfer

tart by selecting the destination bank, or by Manual Input or File Upload.

Transfer Overview

1Dec 2023 — 31Dec 2023 =) 10 ~ Entries

Al Pending Transaction 0 Need to Repair 0 Rejected © Partial Success © Success O Failed 0

No Transactions Recorded on Your Account

et's get started on your transactions!

5. Anda dapat mengunduh template file upload yang sudah disediakan dengan mengklik Download
Template.
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Multiple Transfer by File Upload

Transfer Details

Download Template ~

Cancel

6. Terdapat 2 pilihan untuk template file upload transfer, yaitu:

e Consolidated: sebagai satu ID transaksi, untuk disetujui dan dieksekusi bersama.
e Separated: setiap transaksi dengan ID transaksinya sendiri, untuk disetujui dan
dieksekusi satu per satu.

7. Silahkan isi data file upload Anda sesuai template.

8. Jika sudah, drag atau pilih file .CSV/. TXT/.XLSX Anda. Kopra akan membaca file yang Anda
upload.
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Multiple Transfer by File Upload

Transfer Details

T

Click to browse file or drag and drop here

CSV or TXT
v Download Template ~

Uploaded File List & Manage

Select uploaded file that you want to process.

MTFU_Conso Multipayment IPU

Upload Date 21 Jan 2024, 12:45:27

Cancel

9. Jikafile telah berhasi diupload, Anda dapat mengklik file yang sudah di upload untuk ke halaman
Overview.

Multiple Transfer by File Upload

Transfer Details

T

Click to browse file or drag and drop here

SV or TXT
v Download Template ~

Uploaded File List & Manage

Select uploaded file that you want to process.

MTFU_Conso Multipayment IPU

Upload Date 21 Jan 2024, 12:45:27

Cancel

10. Anda dapat melihat detail transaksi di halaman Overview.
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Multiple Transfer by File Upload

Overview

Please make sure the data is correct

Source of Fund
A 1t Number 0700004416470 DR

Account Name PT Indobaru

Transfer Summary

of Upload Consolidated Transaction
Total Records 10 Records Selected
Transaction Time Immediate
Amount
Amount IDR 100,000,000.00
Transaction Fee (OUR) IDR 38,200.00 ~
SKN Fee
Online Transfe
Bl f

Total Debit Amount IDR 100,038,200.00

Transaction Type

11. Klik Hyperlink Records untuk melihat detail dari setiap record. Anda dapat mencentang semua
record atau mencentang beberapa record, setelah itu klik Select.

Multiple Tr Transaction Records Valid Records Invalid Records
Trans

Entries

Account Name Account Name
(From File) (From Host)

(<]

Account Number Beneficiary Bank

File type s|

<]

PT Awan Finance PT Awan Finance 1440 0678 48591 Bank Danamon IDR 10,000,000.00

Bank Negara
Indonesia

<]

PT Immanuel Auto Finance PT Immanuel Auto Finance 10981256 32 IDR

Uploac

Select uf

IDR 10,000,000.00

Bank Negara
Indonesia

(<]

Alfayed Solutions Alfayed Solutions 1440 8738 48391 IDR 10,000,000.00
MTFU.

20 Recc

<]

PT Walang Jaya PT Walang Jaya 4447 7000 98 IDR Bank Central Asia IDR 10,000,000.00
Upload

You t

(<]

Alam Labs Alam Labs 1200 9873 3454 43 R Bank Jago IDR 10,000,000.00

PT Sumsang Electronics PT Sumsang Electronics
Indonesia Indonesia

<]

0700 8987 78211 IDR Bank Central Asia IDR 10,000,000.00

Bank Negara
Indonesia

<]

Meraki International Meraki International 08129823 48957 IDR IDR 10,000,000.00

Bank Rakyat
Indonesia

(<]

Petrasea Indika Petrasea Indika 0700 8724 23422 DR IDR 10,000,000.00

Q

PT Sunny Electronics PT Sunny Electronics 8002 3456 678 IDR Bank Central Asia IDR 10,000,000.00

= oo

12. Apabila Anda menggunakan tipe file consolidated dapat memilih tipe transaksi Detailed atau
Summarized.
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Multiple Transfer by File Upload

Overview

Please make sure the data is correct

Source of Fund
Account Number 0700004416470 DR

unt Name PT Indobaru

Transfer Summary

Type of Upload Consolidated Transaction
Total Records 10 Records Selected
Transaction Time Immediate
Amount
Amount IDR 100,000,000.00
Transaction Fee (OUR) IDR 38,200.00 ~
SKN Fee
Online Transfer
Bl f

Total Debit Amount IDR 100,038,200.00

Transaction Type

12. Jika sudah sesuai, klik Submit.

13. Sekarang permintaan Anda menunggu persetujuan approver. Klik Close untuk menutup tampilan
serta kembali ke landing page.

Request Submitted

Your transaction is waiting for approva

Transaction Details

Transaction ID
Document Number
Created

Transaction Status

Source of Fund
Account Number
Account Name
Transfer Summary
Type of Upload
Transaction Type

Total Records
Transaction Time
Amount

Amount

@ Save as Favorite

20231207223981627
20231207223981627
22 Jan 2024,10:01:23

Pending Approval by These users

0700004416470 IDR

PT Indobaru

Consolidated Transaction
Details
10 Records

Immediate

IDR 100,000,000.00

Save Beneficiary
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14. Transaksi yang telah dibuat akan tercatat pada halaman Transfer Overview

kbp!y LR e “@ Lidwina@indobaru.co.id

Transfer

= Y ecting th tinatior nk, ar by Manual InpL d

Transfer
Transfer Overview

1Jan 2024 31Jan 2024 = Show 10 ~ Entries

A\Io Pending Transaction 1 Need to Repair 0 Rejected 0 Partial Success 0 Success 0 Failed ©

Multiple Transfer « File Upload sl

10 Records + 2C 1162 IDR100,038,200.00

MTFU_Conso Multipayment IPU

15. Setelah berhasill tersubmit, corporate user approver dapat melakukan approve pada Pending
Task.

BANK MANDIRI



