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1. Add Authorization Rules

This function is used to create Authorization Rules or Matrix Access authority for companies.
The Add Authorization Rules process requires a release by Approver using the Pending Task
function. Authorization rules are applied when a user processes transactions for a specific
company. Authorization rules must be established for each trade product provided to the
company.

Maker

a. Loginto Kopra via www.koprabymandiri.com
b. Click the Authorized menu

The transaction screen appears as follows:

<« C @) https/koprabymandiri.com it ation-rule @ $ a o=

oIEeN [ MGTT1083351478

Authorization Rules
Set the transaction limit and its authorization level.

Set up the transaction authorization rules for your company

To start, please define the limit transaction amount along with the required authorization level for each product.

To begin setting Authorization Rules, please click button bellow.

Gt Started —

c. Click the 'Get Started' button
The empty state screen of the transaction will appear as follows:
e G ) https://koprabymandiri.com ut ation-rule ® : A ¥ [« IR

olEeN [ MGTT1083351478

Authorization Rules
Set the transaction limit and its authorization level.

Set up the transaction authorization rules for your company

To start, please define the limit transaction amount along with the required authorization level for each product.

To begin setting Authorization Rules, please click button bellow.

d. Click the 'Settings'button
The transaction screen overlay appears as follows:
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Authorization Rules
Authorization Details
ot the transaction limit and approval requirement for each
{Productiams | {Roprova Condidion | {Actions
Bank Guarantes Outward Not configured Not configured Setting
Bank Guarantee Inward Not configured Not configured Setting
Import Letter of Credit Not configured Not configured Setting
Import Collection Not configured Not configured Setting
Trust Receipt Not configured Not configured Setting
Shipping Guarantee Not configured Not configured Setting
Export Letter of Credit Not configured Not configured Setting v
Cancel
-
Fields Name Description

Product Name

Filled with FAP Company

Approval Tier Limit

Filled with tier limit level authorization

Approval Condition

Filled with hyperlink details setting for each product

Action

-If you haven't done the setting :
Displaying the 'Settings' button

-When the setting has been done :
Populated with Edit, Delete & Duplicate actions of authorizations
per module

-Select the product -> click the 'Settings' button to make the settings

<« C B nt

koprabymandiri.com/common/aut at rules ) ) Q 0
Selting Authorization Detas
Auhetizs - Bank Guarantee Outward
Authi
rrom @ Step 1 Approval -
Setthet -
DR 10,000.00 Number of Approvers
1 v
To nlinited n
Produ
DR 10,000,000.00 Add step
Bank |
Bank | ! Approval Condition |
| £rom o Step 1 Approval
Number of Approvers
DR 10,000,001.00
Impor 1 v
To ited
Trust DR Add Step
Shippi
v
Canc
Cancel m

Fields Name

Description |
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From The nominal amount of the minimum limit for the release of the
transaction.

Your The nominal amount of the maximum limit of the transaction release
conditions.

Step Approval The level of the approver operator in releasing transactions, starting
from Step 1 Approval to Step 8 Approval.

Number of Approvers The number of approver needed to release a transaction.

Add Step The number of levels required (Step 7 Approval to Step 8 Approval)
by the company in releasing transactions.

Add Tier Limit The number of nominal limit levels in releasing transactions.

Toggle Unlimited When the toggle is active , the 'To’ field will be automatically filled
with the final maximum amount of IDR 9,999,999,999.99

e. Click button 'Save'
The transaction screen appears as follows:
< C ) hitps//koprabymandiri.com/common/au ation-rule 9 5 @ 3 =

Authcrization Rules

Authorization Details

Set the transaction limit and approval requirement for

Product Name Approval Tier Limit Approval Condition  Actions

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

Bank Guarantee Inward Not configured Not configured Setting
Import Letter of Credit Not configured Not configured Setting
Import Collection Not configured Not configured Setting
Trust Receipt Not configured Not configured Setting

Shipping Guarantee Not configured Not configured Setting

Cancel

f. Users can perform the same actions for other modules. Then the user can do Edit, Delete
& Duplicate with the following details:
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Authorization Rules have the same flow as above.

C (& nm

koprabymandiri.com,

Authoriza

Authi

Set the t

Produ

Bank |

Bank (

Impor

Impor

Trust

Canc

, & 1=
@ The authorization rules for the selected module has been successfully saved
Authorization Details
ot the transaction limit and approval requirement for each p
Product Name Approval Tier Limit Approval Condition  Actions
IDR 10,000.00 - IDR 10,000,000.00 View Det,
Bank Guarantee Outward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Deta
Bank Guarantes Inward Not configured Not configured Setting
Import Letter of Credit Not configured Not configured Setting
Import Collection Not configured Not configured Setting
Trust Receipt Not configured Not configured Setting
Shipping Guarantee Not configured Not configured Setting
Cancel
-User click the Edit icon, the transaction screen appears as follows. The Flow Edit
! ) G| o=
Bank Guarantee Outward
Modify the rules that have been set for this product based on your preference
Approval Tier Limit Approval Condition
From o Step 1 Approval
IDR 10,000.00 Number of Approvers
1 v
To Unlimited
IDR  10,000,000.00 Add Step
Approval Tier Limit [} Approval Condition
From © step 1 Approval
Number of Approvers
IDR 10,000,001.00
1 v
To @ uvninitea
Cancel

-User click the Delete icon, the transaction screen appears as follows. To perform the Reset

Authorization Rules, users can click the 'Yes'button on the confirmation popover.
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< O koprabymandiri.com, n t 0 F a3 v=

Authorization Rule 102

Authorization Details

> transaction limit and approval requirement for each product

Product Name Approval Tier Limit
O Reset this rules?
IDR 10,000.00 - IDR 10,000,000.00 - a
Once reset, you will need to set it up :
Bank Guarantee Outward again. PG
IDR 10,000,001.00 - IDR 9,999,9 No Yes
Bank Guarantee Inward Not configured T ot (:Unhg]m(:d” T Se"ln;
Import Letter of Credit Not configured Not configured Setting
Import Collection Not configured Not configured Setting
Trust Receipt Not configured Not configured Setting
Shipping Guarantee Not configured Not configured Setting
Cancel
/)
-User click the Duplicate icon, the transaction screen appears as follows. To perform
Duplicate Authorization Rules, users can tick the check box on the level 2 overlay on the
module that they want to duplicate the Authorization Rules.
< G 8 koprabymandiri.com, 0 / a3 o=

Authorization Rules

Duplicate Setting
Select the module to duplicate the se

Authorization Details

Set the transaction limit and approval requirement for each product

! Select Module

: @ Al Module
Product Name Approval 1 H
Bank Guarantee Outward
IDR10,000 ! Bank Guarantee Inward
B Import Letter of Credit
IDR 10,000
Import Collection
Bank Guarantee Inward Not config | Trust Receipt
Shipping Guarantee
Import Letter of Credit Not config Export Letter of Credit
Export Collection
Import Collection Not config
Pre Export Financing
Trust Receipt Not config Account Receivable Financing ;

Reverse Factoring

Cancel
Gancel m

-Then click the 'Save'button on the confirmation popover. The transaction screen appears as

follows.
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Authorization Details

e transaction limit and approval rec

Product Name

Approval Tier Limit

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00

Bank Guarantee Inward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99
IDR 10,000.00 - IDR 10,000,000.00

Import Letter of Credit
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Import Collection

IDR 10.000.001.00 - INR 9.999.999 999 999.99

Cancel

Approval Condition  Actions

g. Click button 'Next'
The Overview screen appears as follows:
< O 8 tt;

koprabymandiri.com,

Overview

make sure that all of the information below is

Product Name Approval Tier Limit

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Outward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Inward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Import Letter of Credit

IDR 10,000,001.00 - IDR 9,999,999,999,999.99
IDR 10,000.00 - IDR 10,000,000.00

Import Collection

IDR 10.000.001.00 - IDR 9.999 999 999 999 99

&— Back

Approval Condition

View Details

h. Click the 'Submit' button
The transaction screen appears as follows:
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< O 2)  https://koprabymandiri.com, thoriza ul ( ] DN
° Request Submitted
Your req aiting for approval
Product Name Approval Tier Limit Approval Condition

IDR 10,000.00 - IDR 10,000,000.00 View Detail
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00 View Details
Bank Guarantee Inward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Details

IDR 10,000.00 - IDR 10,000,000.00

Import Letter of Credit
IDR 10,000,001.00 - IDR 9,999,999,999,999.99 Vie

IDR 10,000.00 - IDR 10,000,000.00 View Details

Import Collection

IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Details
|

-Click button 'Close’

The Waiting for Approval screen appears as follows:

< C ) https/koprabymandiri.com/common/au ation-rule B € g B = b
° Request Submitted
Your request is waiting for approv
Product Name Approval Tier Limit Approval Condition I

IDR 10,000.00 - IDR 10,000,000.00 View Details
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00

Bank Guarantee Inward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00 View Detail:
Import Letter of Credit
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

tails

IDR 10,000.00 - IDR 10,000,000.00 2tails

Import Collection

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

-The Waiting for Approval screen appears as follows:

Security Admin
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Authorization Rules

Set the transaction limit and its authorization level.

Set up the transaction authorization rules for your company

To start, please define the limit transaction amount along with the required authorization level for each product.

Your Authorization Rules is currently waiting for approval

[ Trade Utilities P LR X : AL

Report

Help

2. Modify Authorization Rules

This function is used to modify the Authorization Rules or Matrix Access authority for
companies. The Modify Authorization Rules process requires a release by Approver using the
Pending Task function.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the Authorized menu

The transaction screen appears as follows:
&« O ttps://koprabymandiri.com/common/authorization-r : : Q=

OB [ MOTT0480253442

V Authorization Rules
et the transaction it and s uthorization eve. a
Approval Tiee Limit
0R 10,000.00 - 10 10,000,000.00
Bank Guarantee Outward
OR 10,000,001.00 - IOR 9,999,599,999,990.59
0R 10,000.00 - 10 10,000,000.00
Bank Guarantes kward
OR 10,000,001.00 - IOR 9,999,599,999,990.59
R 10,000.00 - 10R 10,000,000.00
Ierport Latter of Credit
0R 10,000,001.00 - I0R 9,999,999,999,990.99
IOR 10,000.00 - 10R 10,000,000.00
port Colloction
IOR 10,000,001.00 - IOR 9,999,699,999,999.99
IOR 10,000.00 - 10R 10,000,000.00
OR 10,000,001.00 - IOR 9,999,999,699,990.99

OR 10,000.00 - 10R 10,000,000.00

OR 10,000,001.00 - I0R 9,999,699.999,999.59

c. Click button 'Modify'
The transaction screen appears as follows:

Security Admin
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Modify Authorization Rules
Authorization Details

Modify the rules that have been set for this product based on your preference

Product Name Approval Tier Limit
IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Inward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - DR 10,000,000.00
Import Letter of Credit

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Import Collection
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - DR 10,000,000.00

Trust Receipt
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

Cancel

Approval Condition  Actions

I3

d. Perform the necessary field modifications.

e. Click button 'Next'
The Overview screen appears as follows:

< C o) koprabymandiri.com/common/authorization-rule

Moty Au
Overview
a
Product Name Approval Tier Limit Approval Condition
I0R 10,000.00 - 1OR 10,000,000.00 w
OR 10,000,00 - 10R 10.000,000.00 wt
Bank Guaranteo krward
1OR 10,000,001.00 - IDR 9,999,999,999,999.99 Wl
1OR 10,000,00 - 10R 10.000,000.00 Wl
¥nport Letter of Crodit
1OR 10,000,001.00 - IDR 9,099,999,999,999.99 w i
1OR 10,000.00 - 10R 10,000,000.00 wi
nport Colaction
10R 10,000,001.00 - IR 9,999,999,099,999.99 wl
I0R 10,000.00 - 10R 10,000,000.00 wl
Trust Recoipt
IOR 10,000,001.00 - IDR 9,999,999,999,999.99 w
v
& Baek m

f. Click the 'Submit' button
The transaction screen appears as follows:

Security Admin
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e

° Request Submitted
Your request is waiting for approv
a
Product Name Approval Tier Limit Approval Condition
IDR 10,000.00 - IDR 10,000,000.00
© Bank Guarantee Outward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Det
IDR 10,000.00 - IDR 10,000,000.00 View Details
Bank Guarantee Inward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Det:
IDR 10,000.00 - IDR 10,000,000.00 View Det
Import Letter of Credit
DR 10,000,001.00 - IDR 9,9 ota
IDR 10,000.00 - IDR 10,000,000.00 View 1t
import Collection
IDR 10,000,001.00 - IDR 9,999,999,999,999.99 View Det:
IDR 10,000.00 - IDR 10,000,000.00 View Deta
Trust Receipt
IDR 10,000,001.00 - IDR 9,999,999,999,999.99
IDR 10,000.00 - IDR 10,000,000.00 —

-If you have done Modify/Reset, the button will be disabled and the following screen appears:

5://koprabymandiri.com/common/authorization-rules B e A . a3 4] Yo

' -V Authorization Rules

Set the transaction Smit and its authorization kevel,

Approval Ther Limit

1DR 10,000.00 - IDR 90,
Bank Guarantee Cutward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR %0,000,000.00
Bank Guarantee Inward
1DR 10,000,001.00 - IDR 9,999,999,999,999.99

1DR 10,000.00 - IDR %0,000,000.00
Impert Letter of Crodit
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR %0,000,000.00
Impeet Coliection
1DR 10,000,001.00 - IDR 9,999,999,999,999.99

1DR 10,000.00 - IDR %0,000,000.00
Trust Receipt
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR %0,000,000.00
Shipping Guarantee
1DR 10,000,001.00 - IDR 9,999,999,999,999.99

3. Reset Authorization Rules

This function is used to reset the Authorization Rules. The Reset Authorization Rules process
requires a release by Approver using the Pending Task function.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the Authorized menu

The transaction screen appears as follows:
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Authorization Rules

Set e wnsacton ok ndh atrorain v =

Product Name Approval Tier Limit Approval Condition

IDR 10,000.00 - IDR 10,000,000.00
Bank Guarantee Outward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - DR 10,000,000.00
Bank Guarantee Inward

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Import Letter of Credit

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Import Collection

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Trust Receipt

IDR 10,000,001.00 - IDR 9,999,999,999,999.99

IDR 10,000.00 - IDR 10,000,000.00
Shipping Guarantee

c. Click the 'Reset Settings' button
The screen appears as follows:

< C 3 httpsy//koprabymandiri.com Y thorization-r 9 . " g =

0N [ MOTTI083351478

Authorization Rules

et rsacton ok s st o =

Reset all rules?

Once reset, youll need 1o 5ot a new nues.
Approval Tier Limit for each product.

041020000 - 108100000000 -

OR 10,000,001.00 - I0R 9,999,999,999,

Bank Guarantee Outward

OR 10,000.00 - 10R 10,000,000.00

Bank Guarantee ivward

OR 10,000,001.00 - IR 9,999,999,999,599.59
OR 10,000.00 - 10R 10,000,000.00
OR 10,000,001.00 - IR 9,999,999,999,599.59
OR 10,000.00 - 10R 10,000,000.00

Iport Coloction
OR 10,000,001.00 - 10R 9,999,999,999,599.59
0R 10,000.00 - 10R 10,000,000.00

Trust Rocoipt

OR 10,000,001.00 - IDR 9,999,999,999,999.59

OR 10,000.00 - 10R 10,000,000.00
Shipping Guarantoo

d. Click the 'Yes' button on the delete confirmation popover
The transaction screen appears as follows:

Security Admin
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&« C t koprabymandiri.com,

Authorization Rules

Set the transaction Emit and its authorization level.
Approval Ther Limit
IDR 10,000.00 - IDR ¥0,000,000.00
IDR 10,000,001.00 - 1R 9,999.999,969,999.99
DR 10,000.00 - IDR 10,000,000.00
DR 10,000,001.00 - 1R 9,999.999,969,999.99
10R 10,000.00 - IOR 10,000,000.00
I0R 10,000,001.00 - 10R 9,909,999.999,999.99
I0R 10,000.00 - IR 10,000,000.00
I0R 10,000,001.00 - 10R 9,909,999.999,999.99
I0R 10,000.00 - IR 10,000,000.00
IDR 10,000,001.00 - 1DR 9,999,999,999,969.99

1DR 10,000.00 - IOR 10,000,000.00

Shipping Guarantes

G | o

©Im [ MOTTI083351478

Approval Condition

-If you have done Modify/Reset, the button will be disabled and the following screen appears:

&« C () httpsi//koprabymandiri.com/common/authorization-rules

.J/ Authorization Rules

Set the transaction Smit and its authorization bevel,

Product Name Approval Ther Limit
1DR 10,000.00 - IDR %0,000,000.00

Banik Guarantee Cutward
1DR 10,000,001.00 - IDR 9,999,999,999.999.99

Bank Guarantee Inward

Import Letter of Credit

1DR 10,000.00 - IR 30,000,00000
Impoet Coliection

1DR 10,000,001.00 - IDR 9.999,999,999,899.99

1DR 10,000.00 - ICR %0,000,000.00

1DR 10,000,001.00 - IDR 9,999,999,999,999.99

1DR 10,000.00 - IR 30,000,00000

Shipping Guarantee
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

4. Pending Task Authorization Rules

This function is used for Approver to perform Authorization Rules when

request Add/Modify/Reset Authorization Rules.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the My Task menu -> click the Pending Task menu
The transaction screen appears as follows:

Security Admin

LC
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Approval Condition

other sysadmins
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0|8 [ MOTT0480253442

Pending Task

Manage pending transactions and any task that requires your sttention.
Trade & Guarsntee ©  Company Management

Product Category  Operator Cass

No Pending Task Recorded on Your Account

When thare Is 3 task requieing approal, & wil be dsplyyed heve

c. Select the Trade & Guarantee tab, then select Product Category 'Authorization Rules'
The transaction screen appears as follows:

< C ) https://koprabymandiri.com/common/my-task/pending-task-admir 5 Q ; Q|

0l [ MOTT0480253442

Pending Task

Manage pending transactions and any task that roquires your attention.

Trade & Guarantee @ Company Management

B8] Authorization Rules « MGTT002

d. Select the Authorization Rules action

The transaction screen appears as follows:

Security Admin
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<« C ) https://koprabymandiri.com, y-task/pending-task-admir L A Q¢

OIN Q  MOTT0480253442

Pending Task

Manage pending transactions and any task that requires your attention.

e. Users can click on the card list to view the Authorization Rules that have been done by
other admins (Add/Modify/Reset Authorization Rules)

The transaction screen appears as follows

< O %) https;//koprabymandiri.com/comr 1sk/pending-ta: imi ] a3 o=
Transaction Status
y waiting for approv
Transaction Details
by MGTT002
Authorization Details

Product Name Approval Tier Limit Approval Condition
IDR 10,000.00 - IDR 10,000,000.00

Account Receivable Financing
IDR 10,000,001.00 - IDR 9,999,999,999,999.99
IDR 10,000.00 - IDR 10,000,000.00

Bank Guarantee Inward
IDR 10,000,001.00 - IDR 9,999,999,999,990.99
IDR 10,000.00 - IDR 10,000,000.00

Bank Guarantee Outward
IDR 10,000,001.00 - IDR 9,999,999,999,999.99
IDR 10,000.00 - IDR 10,000,000.00

Export Collection
IDR 10,000,001.00 - IDR 9,999,999,999,999.99

Cancel m

f. If Approver wants to Approve/Reject related to the actions of other sysadmins. Approver
can click the 'Approve’ or 'Reject’ button on the button.
The transaction screen appears as follows:
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oI [ MOTT0480253442

Pending Task

Manage pending transactions and any task that requires your attention.
Trade & Guarantee @ Company Management
Product Category  Autherization Ruses

Authorization Rules « MGTT002

O B

Fields Name Description

Approve This option is used for the release of a submitted
transaction

Rejection This option is used to reject a submitted
transaction. The reason for the rejection can be
written in the text area provided.

-Approver can click the ‘Approve’ button on the floating bar
The screen will appear as follows:

< C () https:;//koprabymandiri.com/common/my-task/pending-task-admir } ) : a 0

Validate Approval

Item Selected (1)

o Authorization Rules + MGTT002
a 4 by W 2

- Approver can click the 'Approve’ button on the Validate Approval screen
And the screen appears as follows:

Security Admin
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&« O () https://koprabymandiri.com

@
k2

° Task has been successfully completed!

©  Authorization Rules  MGTT002
a \

5. Add Teams

This function is used to create a team that will determine the features that its members/users
can access. Members of the relevant team will have a menu/access to any features selected
within the created team. The Add Teams process requires a release by Approver using the
Pending Task function. Teams is implemented when a user is going to process a transaction
for a specific company.

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Click the Teams menu
The transaction screen appears as follows:

<« C (3 nttps://koprabymandiri.com/comme

0|8 [ MOTT0480253342

s teaens and their respecti

Foature List &

Shipping Guarantee, lmport Callection, Import Letter of Crecit and
7 other features

Shipping Guarantee, import Callection, Impar
7 other features.

Oulward, Export Letter of Credi

Shipping Guarantee, import Collection, Import Letter of Crecit and
7 other features

Shipping Guarantee, import Callection, Import Letter of Credit and

002 YOHANABETAFIX2

7 other features.

1team selected
MGTT002 KOPRA1

c. Click button 'Add Teams'
The transaction screen appears as follows:

Security Admin
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78 Teams:

Team Details

i o import Export e Sank Guarantoe
i| Feoture: import Letter of Crecit eature: Export Letter of Credi ok Guarantee Outward, Bark Guarantee

@ socctan |

I Import

| @ import Letter of Crodit
i Export

i [ Export Letter of Credit

Cancel m

Fields Name Description
Team Name Specific Teams naming.

Featured Access The amount of the Trade

& Guarantee feature is shared.

Additional Information Product details in every feature. Users can select all or select only a
few features.

Bank Guarantee

e Bank Guarantee Outward

e Bank Guarantee Inward
Import

e Import Letter of Credit

e Import Collection

e Trust Receipt

e Shipping Guarantee

e Export Letter of Credit

e  Export Collection

e Account Receivable Financing
e Reverse Factoring

d. Click button 'Next'
The Overview screen appears as follows:

Security Admin
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N
freize

Overview

Team Summary

Team N TEAMS FINANCING COMPANY

Feature & Approval Flow

Assign approvers based on features, transaction limits, 3nd concitions.

O~ s © o

Setected Feature: Import Letter of Cradt Selected Feature: Export Letter of Credi Setected Feature: Bank Gu

Guranee lnward

sarantee Outward, Bank

- Back

e. Clickthe 'Submit' button

The transaction screen appears as follows:

&« O () https://koprabymandiri.com/common/teams/teams-overview

> |
° Request Submitted

quest is watir

Team Summary

m Nam TEAMS FINANCING COMPANY

Feature & Approval Flow

Assign approvers based on features, transaction limits, and conditions.

O © oo

Selected Feature: Import Letter of Credi Selected Feature: Export Letter of Credit Selected Feature: Bank Guarantee Ou

Guarantee Inward

6. Edit Teams

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the Teams menu

The transaction screen appears as follows:

Security Admin
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Teams

Maintain your company’s teams and their respective access

Add Toams

s and accounts.

Team Name +

MGTT002 KOPRAT

MGTT002 KOPRA2

MGTT002 Maker!

MGTT002 YOHANABETAFIX1

MGTT002 YOHANABETAFIX2

MGTT002 YOHANAFAP

Feature List &

Shipping Guarantee, Import Collection
7 other features

Shipping Guarantee, Import Collection,
7 other features

Outward, Export Lett

Account Number &

er of Credit and

edit and

Shipping Guarantee, Import Collection, Import Letter ¢

7 other features

Shipping Guarantee, Import Collection, Import

7 other features

Shipping Guarantee, Import Collection, Import Lette

7 other features

edit and

Entries

1team selected

MGTT002 KOPRA1

c. Click the 'Manage' button -> click the Edit Team option
The transaction screen appears as follows:

ttps://koprabymandiri.com/common/teams/teams

0|8 [ MGTTI083351478

Teams

Mainlain your company’s teams and their resp

Teams Financing

Feature List & Account Number

Impeet Letter of Credit, lnward, O

1other features.

® View Team
[ Delete Team

1team selected

TEAMS FINANCING COMPANY

Security Admin
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Edit Team

Team Summary
Team N
Feature Access

Give your team access 1o key features.

fease update your Information based on the Informaticn bekor

TEAMS FINANCING COMPANY

o~

Setected Festure: Import Letter of Credit

Export

Selected Feature: Export Letter of Credit

e Bank Guarantee

Setected Festure: Bank Guar

aranlee Inward

stee Outward, Bark

d. Perform the necessary field modifications.

The 'Edit Teams' screen appears as follows:
« C

() https://koprabymandiri.com/common/teams/t

Edit Team

Team Details

Team Name

TEAMS FINANCING COMPANY

Feature Access

Give your team access to key features.

O~

Feature: Import Letter of Credit

Features Details

Select the feature to set its approval flow
Export

Export Letter of Credit

Bank Guarantee

Bank Guarantee Outward

Cancel

ambers, and manage feature acces

a
B seiectan
Export e Bank Guarantee
Feature: Export Letter of Credit Feature: Bank Guarantee Outward, Bank Guarantee
Inwara
Select All
Bank Guarantoe Inward
v

e. Click button 'Next'

The Overview screen appears as follows:

Security Admin
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€0k Team

Overview

Team Summary
Team N TEAMS FINANCING COMPANY
Feature & Approval Flow

Assign approvers based on features, transacticn limits, 3nd conditions.

Export e Bank Guarantee

Selected Festure: Export Letler of Cred Selected Fea
scantee b

- =]

f. Click the 'Submit' button

The transaction screen appears as follows:
&« O %) https://koprabymandiri.com/common/teams/teams-overview ¥ Q N d (%] o

° Request Submitted

est is waiting for approval

Team Summary
2am Na TEAMS FINANCING COMPANY

Feature & Approval Flow

action limits, and conditions.

Export e Bank Guarantee

Selected Feature: Export Letter of Credit Selected Feature: Bank Guarantee Outward, Bank
Guarantee Inward

7. Delete Teams

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Click the Teams menu
The transaction screen appears as follows:

Security Admin
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&< O %) https://koprabymandiri.com/common/teams/teams-overvie O 5 2 Q o=
DN 0O MGTT0480253442

Teams

Maintain your company’s teams and their respective access to features and accounts.

+ Add Toams

Entries

Team Name $ Feature List & Account Number +

Shipping Guarantee, Import Collection, Import Letter of Credit and

nte
MGTT002 KOPRAT
7 other features

Shipping Guarantee

7 other features

Shipping G

MGTT002 YOHANABETAFIX1 .
7 other features

Shipping Guarantee, Import Collection, Import Letter of Cre

MGTT002 YOHANABETAFIX2
7 other features

Shipping Guarantee, Import Collection, Import Lette
7 other features

MGTT002 YOHANAFAP

1team selected

MGTT002 KOPRA1

c. Click the 'Manage' button -> click the Delete Team option
The transaction screen appears as follows:

< C ) https/koprabymandiri.com/common/teams/te

2ams

08N [ MOTT0480253442

any's teams and their ros,

financing

Feature List ¢ Account Number §

Inwarg, Outward, Export Le

11eam salected

TEAMS FINANCING COMPANY

e. Click the 'Delete’ button -> click 'Yes' on the delete confirmation popover
The transaction screen appears as follows:

Security Admin
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< C () https;//koprabymandiri.com/common/teams/teams-overview 0 5 A w Q vs
Delete Teams
Team Summary ~
TEAMS FINANCING COMPANY
Feature Access
Export G Bank Guarantee
Selected Feature: Export Lotter of Croat Selected Feature: Bank Guarantoe Outward, Bank
Suarantee iward
Delote this team? H
Once deleted, this teams and o of the H
ormation will be removed permanently. B
Cancel

-If you have clicked the 'Yes' button, the following screen will appear:

< O (3 https://koprabymandiri.com/common/teams/teams-overview 0 5 Q. A a =

° Request Submitted

Team Summary A
m Nam TEAMS FINANCING COMPANY
Feature Access

Give your team access to key features.

- © o

Selected Feature: Export Letter of Credit Selected Feature: Bank Guarantee Outward, Bank
Guarantee Inward

8. View Teams

Maker

Log in to Kopra via www.koprabymandiri.com
Click the Teams menu

A list of Teams that have been created appears
Select the Team to be inquired about

Click the Manage button on the floating bar
Perform the View Teams option

-2 Q0T

Security Admin
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9. Pending Task Teams

This function is used for Approver to authorize Teams when other sysadmins request
Add/Edit/Delete Teams.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the My Task menu -> click the Pending Task menu

The transaction screen appears as follows:

<« C @) https://koprabymandiri.com/common/my-task/pending-task-admin i 2 A e I+

0|8 [ MOTT0480253442

Pending Task

Manage pending transactions and any task that requires your attention.
Trade & Guarsntee ©  Company Management

Product Category  Operator Chass

No Pending Task Recorded on Your Account

Whe thare Is 3 task requieing approval, & wil be dsplyyed heve

c. Select the Company Management tab

The transaction screen appears as follows:
< O @ htt koprabymandiri.com/commor ask/pending-task-admin 9 B ¢ A a3 =

D|EN [l MGTT1083351478
Pending Task

) My Task < Manage pending transactions and any task that requires your attention.

Trade & Guarantes @ Company Management ©

Teams « TEAMS FINANCING COMPANY + MGTT002
Teams « TEST WARNA TEAMS + MGTT002

Teams « TEAM TRADE PROD 12 » MGTT002

d. Select the Teams to authorize
The transaction screen appears as follows:

Security Admin
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&< O A htt koprabymandiri.com/common/my-task/pending-task-admin Q : a3 vE

D|EN [ MGTT1083351478

Pending Task

My Task v Manage pending transactions and any task that requires your attention.
Trade & Guarantee @ Company Management ©

show 10 v Entries

Teams « TEAMS FINANCING COMPANY + MGTT002
Teams « TEST WARNA TEAMS * MGTT002

Teams « TEAM TRADE PROD 12 » MGTT002

o m

e. Users can click on the card list to view Teams that have been done by other admins
(Add/Edit/Delete Teams)

The transaction screen appears as follows

<& C G htt koprabymandiri.com/comr 'my-task/pending-task-admin ] Q / 8 =

Transaction Status

Transaction Details
29 Apr 2025, 15:29:16
by MGTT1083351478

ent Event Delete Teams

Team Summary
m Nam TEAMS FINANCING COMPANY

Feature & Approval Flow

cen [ Y-

Selected Feature: Export Letter of Credit Selected Feature: Bank Guarantee Outward, Bank

Guarantee Inward

Gancel m

f. If Approver wants to Approve/Reject related to the actions of other sysadmins. Approver
can click the 'Approve’ or 'Reject’ button on the button.
The transaction screen appears as follows:

Security Admin
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<« C ?)  https://koprabymandiri.com, n/my-task ding-task-admir ¢ A Q¢

DI [ MOTTI083351478

Pending Task

Manage pending transactions and any task that requires your attention.

Toams « TEAMS FINANCING COMPANY « MGTT002
Toams « TEST WARNA TEAMS + MGTT002

Toarus = TEAM YRADE PROD 12  MGTT002

Fields Name Description

Approve This option is used for the release of a submitted
transaction

Rejection This option is used to reject a submitted
transaction. The reason for the rejection can be
written in the text area provided.

-Approver can click the ‘Approve’ button on the floating bar
The screen will appear as follows:

&« O A htt koprabymandiri.com/commc -task/pending-task-admin Q 53] a3 =
N
Validate Approval
Item Selected (1)
Teams * TEAMS FINANCING COMPANY + MGTT002
a . .
a6

- Approver can click the 'Approve’ button on the Validate Approval screen
And the screen appears as follows:

Security Admin
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& C A htt koprabymandiri.com/common/my-task/pending-task-admin Q 8 ) A P o o5

< C ) https://koprabymandiri.com/common/my-task/pending-task-admin B LAY a3 =

° Task has been successfully completed!

o  Authorization Rules - MGTT002
a vorT

10. Add Users

This function is used to create an Operator user profile who will later have access to
transactional features, be it as a Maker or Approver. The Add User process requires a release
by Approver using the Pending Task function. Users are applied for companies to be able to
process transactions.

Maker

a. Loginto Kopra via www.koprabymandiri.com
b. Click the User menu -> click the Add User button
The transaction screen appears as follows:

Security Admin
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< C B hitps

kopra

Users

koprabymandiri.com/co

0l 0 MOTT0480253442

Add o maienain Users, their rokes, and their scosss.

1user selected
KOPRA2

s://koprabymandiri.com/common

Name *

USER KOPRA 2

USER KOPRA

YOHANAPROD1

YOHANAPROD2

OHANAPROD3

YOHANAPROD3S

SERSAFINA SAFINA

GTSAFINA SAFINA DHITA ARD +62 5128388123

Add New Users

User Details

Username

UserID

Email

Mobile Phone Number

Team ®

Cancel

Fill in the required fields as follows:

Fields Name Description

Powered by E-Mail Specific Username

E-Mail User ID for the Operator 's user specific and unique to the
system

Email This field shows the user's e-mail address. Temporary password
to create an initial password or reset password sent to the user
via this e-mail.

Mobile Phone Number This field shows the phone address of the user operator .

Role

This file indicates the role of the associated user. There is a
mapping of the assigned function for each role.

List of carrier types:

o Maker
Operators who have access to the creation of transactions.

Security Admin
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e Approver
Operators who have access related to the release of the
transaction.

e  Maker + Approver
Operators who have access related to transaction creation and
transaction release, but it should be noted that operators with
the Maker + Approver type cannot authorize transactions that
have been created themselves.
Team This field shows what features will be provided to the relevant
user.

¢. Check the correctness of filling in the fields in Add User

< C (33 https://koprabymandiri.com/common/user-management/list @ B oa A o (eI |

£33 New Usexs.

User Details

Username

YOHANAPRODA0D

User 10

YOHANAPRODA0D

Emad

yohana.sihopmbingEabankmandinico.ld

Mobile Phone Number
*62 852-7791-2667
Role

Maker & Approver v

Team ©

Teams Financing Company

Cancel
d. Click Next button
The transaction screen appears as follows:
<« C () httpsy/koprabymandiri.com/common/user-management/list Q B Q A o e -
N

Overview

Ploase ma

User Summary
YOHANAPROD400
YOHANAPROD400
yohana sihopmbing @bankmandini.co i
+62852-7791-2667
Makor & Approver

Teams Financing Company

Cancel

Security Admin
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e. Click the Submit button
The transaction screen appears as follows:

<« C @ https//koprabymandiri.com/common/user-management/ist 0 5 Q A 7 (I

° Request Submitte

ur request is waiting for approva

Complete User Registration

User Summary
YOHANAPROD40O
YOHANAPROD40O
yohana.sihopmbing@bankmandiri.co.id
Mobile Phone Numbe +62852-7791-2667
Maker & Approver

Teams Financing Company

11.Edit Users

This function is used to edit Operator users who will later have access to transactional
features, either as Makers or Approvers.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Clickthe User menu

The transaction screen appears as follows:

< G (5)  https://koprabymandiri.com/common/user-mar il 2 A 9y a3 b Yo

kopra o

DIEN [ MGTT0480253442

Users

Add or maintain Users, their roles, and their access.

oz

Acuve Approversmaxer 2 sannarawioana@gman.com

c. Selectorsearch for the user you want to make changes to
The transaction screen appears as follows:

Security Admin
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N
Q

5://koprabymandiri.com/common/user-rr nent/list ® ( a o= ‘_l’g

D|EN [ MGTT0480253442

Users

Add or maintain Users, their roles, and their access.

& Add Users

UseriD + Name *

YOHANAPRODA4 YOHANAPROD400

1 user selected

YOHANAPROD400

d. Click the Manage button -> Click the Edit User option

The transaction screen appears as follows:
< C ) https://koprabymandiri.com/common/user-management/is Q B € Ty [ I

0IEN [ MOTT0480253442

Users
Add o maienain Users, thei roles, and their scoess.

Status 3 s Name +

YOHANAPROD4

2, Deactivate
1) Unlock Session

3 Resct Password
(¥ Delote User

1user selected

YOHANAPROD400

e. Click the Edit Now button
The transaction screen appears as follows:

Security Admin
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« C @ https://koprabymandiri.com/common/user-management/list 3 . A Qo e
o ‘
Modify Users
User Summary
YOMANAPROD400
YOMANAPROD400
yohanssionbingObsrkmandilcoid
*62852-7701-2667
APPROVER MAXER
TEAMS FINANCING COMPANY
=
f. Modify the required fields as follows:
< C (3 https://koprabymandiri.com/common/user-management/list B a A 7 a3 o= e
)
Uws;;SDetails
Team @
Cancel m
/)
Fields Name Field Description
Powered by E-Mail M Specific Username
E-Mail M User ID for the Operator 's user specific and unique to the
system
Email M This field shows the user's e-mail address. Temporary

password to create an initial password or reset password
sent to the uservia this e-mail.
Mobile Phone Number M This field shows the phone address of the user operator.

Role M

This file indicates the role of the associated user. There is
a mapping of the assigned function for each role.

List of carrier types:

o Maker

Security Admin




P o o
User Guide — Kopra Trade "b/m’ 2 mandiri

Operators who have access to the creation of
transactions.

e Approver
Operators who have access related to the release of the
transaction.

e Maker + Approver
Operators who have access related to transaction
creation and transaction release, but it should be noted
that operators with the Maker + Approver type cannot
authorize transactions that have been created
themselves.
Team M This field shows what features will be provided to the
relevant user.

g. Check again the correctness of the field modification in Edit User

h. Click button Next -> Click button Submit
The transaction screen appears as follows:

5
[
g

RN (2 (3 https://koprabymandiri.com/common/user-management/list

£ Users
Overview
Please maks sure that

Edit Summary

©  Mobite Phore Number +62 852-7791-1145

User Summary
YOHANAPRODA0O
YOHANAPRODA0OO
yohana. sihombing@barkmandiri.co.id
+62852-7791-1145
APPROVER MAKER

TEAMS FINANCING COMPANY

g. Click the 'Submit' button
The transaction screen appears as follows:

Security Admin
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& C (3 https://koprabymandiri.com/common/user-managemer

@

{;

° Request Submitted
You for approva

Edit Summary

©  Mobile Phone Numbe +62852-7791-1145

User Summary
YOHANAPROD400
YOHANAPROD40O
yohana.sihombing@bankmandiri.co.id
Mobile Phone Numbe +62852-7791-1145
APPROVER MAKER

TEAMS FINANCING COMPANY

12.Lost your password?

This function is used to reset the Operator's user password.
Note: Passwords expire after a certain number of days that are determined through the
system, forcing the user to periodically change the password for security purposes.

Maker
a. Loginto Kopra via www.koprabymandiri.com
b. Clickthe User menu

The transaction screen appears as follows:

< C ) https://koprabymandiri.com/common/user-management/list ¥ Q N e (%] o=

(’bpy |EN [ MGTT2203759759

Users

Add or maintain Users, their roles, and their access.

& Add Users

10 Entries

Status + Role + UserID ¢ Name * Email + Phone Number *

Maker KOPRA2 USER KOPRA 2 safina.ardiwidana@bankmandiri.co.id +62 343-4624-3253
Approver+Maker KOPRAI USER KOPRA safina.ardiwidana@bankmandiri.co.id +62 854-8325-983275
Maker YOHANAPROD1 YOHANAPROD1 yohana.sihombing@ban

YOHANAPROD1

YOHANAPROD2 YOHANAPROD2

YOHANAPROD3 YOHANAPROD3 yohana.sihombing@bankmandiri.co.id

JSERSAFINA SAFINA safina.ardiwidana@bankmandiri.co.id

MGTSAFINA SAFINA DHITA ARD safinardiwidana@gmail.com +62 8128388123

{> Manage

c. Selector search for the user you want to reset your password
The transaction screen appears as follows:

Security Admin
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<« C () https://koprabymandiri.com/common/user-management/ist 5 Q A W Q|

kopra o

0IN Q  MOTT2203759759

Users

ASd or maintain Users, their roles, and their 3ccess.

Name ¢

YOHANAPRODA

1usor selocted

YOHANAPROD400O

d. Click the Manage button on the floating bar -> Click the Reset Password option
The transaction screen appears as follows:

<« C () https://koprabymandiri.com/common/user-management/ist 5 Qa A o Q| =

Reset Password

Password reset informat

User Summary
YOHANAPROD40O
YOHANAPROD40O
yohana sinombing@bankmandiri co.id
+62852-7701-1145
APPROVER MAXER

TEAMS FINANCING COMPANY

==

e. Click the Reset Password button
The transaction screen appears as follows:

Security Admin
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&< O () https://koprabymandiri.com/common/user-management/list B @ A 1 LI S

° Request Submitted

ur request is waiting

I P

User Summary
YOHANAPROD40O
YOHANAPROD400
yohana.sihombing@bankmandiri.co.id
Mobile Phone Numbe +62852-7791-1145
APPROVER MAKER

TEAMS FINANCING COMPANY

13.Activate/ Inactivate User

This function is used to determine the status of the Operator's user profile and reset it
according to the advanced security details provided. The Activate/Inactivate User process
requires a release by Approver using a Pending Task. The Operator's user account is
suspended due to one of the following factors:

- The user does not use the system (logon) for a period longer than the maximum number of
days allowed to be inactive. The resettable field is Activate.

- The User has exceeded the maximum number of times allowed to enter the wrong password
(i.e., failed attempt to log in to the system). The resettable field is Unlock User.

- The user's account has been manually suspended through the Activate/Inactivate function.
The resettable field is Activate.

Maker
a. Loginto Kopra via www.koprabymandiri.com
b. Clickthe User menu

The transaction screen appears as follows:

Security Admin
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tt; koprabymandiri.com,

Users

Add or maintain Users, their roles, and their access.

& AddUsers

Status +

UseriD = Name *

KOPRAZ USER KOPRA 2
KOPRAT USER KOPRA
YOHANAPROD1 YOHANAPROD1

YOHANAPROD!

P
mandiri

D|EN [ MGTT1083351478

Phone Number

+62 343-4624-3253

yohana.sihombing@bankmandiri.co.i

YOHANAPROD2 YOHANAPROD2

YOHANAPROD3 YOHANAPROD3

USERSAFINA SAFINA

MGTSAFINA

1 user selecte

— KOPRA2

d

Appro

use

C. ryou want to activate/deactivate

Select or search for the
the floating bar

The transaction screen appears as follows:

&« O ) htips koprabymandiri.com/common/use

Users

Add o mainain Users, their roles, and their scoess.

Name *

YOHANAPRODA

1user selected
YOHANAPROD400

yohana.sihombing

bankmandiri.co.ic

roanaggman.com

->

Click the Manage button on

DI 0 MGTTI083351478
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< C () htips//koprabymandiri.com/common/user-management/list B a A W a = L

Deactivate

Piease recheck the data bolow before taking action

User Summary
Username YOHANAPROD40O
ser 1D YOHANAPRODA0O

Email yonana_sihombing@bankmandirl.co.ld

Number +62852-7791-1145
Rok APPROVER MAXER

TEAMS FINANCING COMPANY

Cancel

d. Click onthe Activate/Deactivate Now option
The transaction screen appears as follows:

& C (9 https://koprabymandiri.com/common/user-manage

ment/list B Q ] v 4’0

° Request Submitted

Your request is waiting for approva

User Summary
ername YOHANAPROD40O

er ID YOHANAPROD400

yohana. sihombing@bankmandiri.co.id
Mobile Phone Number +62852-7791-1145
APPROVER MAKER

Team TEAMS FINANCING COMPANY

14. Unlock User

This function is used for operators who have exceeded the maximum number of times allowed
for incorrect password input (i.e., failed attempts to log in to the system). The Unlock User
process requires a release by Approver using a Pending Task.

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Clickthe User menu

The transaction screen appears as follows:

Security Admin
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<« O 5 h koprabymandiri.com/c on, anagement/list £ 3 3 o= Y

D IEN [ MGTTI083351478

Users
Add or maintain Users, their roles, and their access.

&' Add Users

Status * s UserID + Name * Phone Number *

KOPRA2 ISER KOPRA 2

KOPRAI ISER KOPRA

YOHANAPROD1 OHANAPROD1

YOHANAPROD1

YOHANAPROD2 YOHANAPROD2

YOHANAPROD3 YOHANAPROD3 yohana.sinombing@bankmandiri.co. i

USERSAFINA SAFINA safina.ardiwidana@bankmandiri.co.ic

MGTSAFINA SAFINA DHITA ARD

1user selected
ollapse KOPRA2

Ap

c. Select or search for the user you want to unlock user -> Click the Manage button on the
floating bar -> click the Unlock User option

The transaction screen appears as follows:
<« C ) https://koprabymandiri.com anagement/list A [« K T

©Im [ MOTTI083351478

Users
Add or maintain Users, their roles, and their 5coess.

1usor selocted

YOHANAPROD400

d. Click the Unlock Now button
The transaction screen appears as follows:

Security Admin
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< C (3 https://koprabymandiri.com/common/user-management/list B« A 7y 3 o=

&

° Request Submitted

request is waiting

User Summary
YOHANAPROD400
YOHANAPROD40O
yohana.sihombing@bankmandiri.co.id
Mobile Phone Numbe +62852-7791-1145
APPROVER MAKER

TEAMS FINANCING COMPANY

15.Unlock Session

This function is used for operators who are logged on with the same credentials at one time.
The Unlock Session process requires a release by Approver using a Pending Task.

Maker

a. Loginto Kopra via www.koprabymandiri.com
b. Clickthe User menu

The transaction screen appears as follows:

< O (3 https://koprabymandiri.com/common/user-management/list Q B e A T ] o=

&

DI EN [ MGTT2203759759

Users

Add or maintain Users, their roles, and their access.

& AddUsers

Entries

Status * ¢ UserID = Name * Phone Number *

KOPRA2 USER KOPRA 2 safina.ardiwidana@bankmandiri.co.id

Approver+Maker KOPRA USER KOPRA safina.ardiwidana@bankmandiri.co.id +62 854-8325-983275

Maker YOHANAPROD1 YOHANAPROD1 yohana.sihombing@bankmandiri.co.id 62

Approver+Maker YOHANAPROD1 yohana.sihombing@bankmandiri.co.id 62

Maker YOHANAPROD2 YOHANAPROD2 +62

Maker YOHANAPROD3 YOHANAPROD3 62
Maker USERSAFINA SAFINA

62

Maker MGTSAFINA SAFINA DHITA ARD +62 8128388123

1user selected 'ge
{5 Manay
KOPRA2

Acuve Approversmaker  UDERDAKU  USEKBANU SannarawIGana@gman.com o

c. Selector search for the user you want to unlock session -> Click the Manage button on the
floating bar -> Click the Unlock Session option
The transaction screen appears as follows:

Security Admin
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koprabymandiri.com/common/user-managemer

kopra o

Users
Add or maietain Users, their roles, and their access.

1usor selocted

YOHANAPROD400

LCI SR

oI 0 MOTT2203750759

management/list

https://koprabymandiri.com/common/user

Cancel

& A |l
Unlock Session
Ploase meheck Uy ek et
User Summary
o YOHANAPRODA0OO
10 YOHANAPRODAOO

yohana.sihombing@bankmandiri.co.id
+62 85277911145
APPROVER MAXER

TEAMS FINANCING COMPANY

Unlock SessionNow |

d. Click the Unlock Session Now button
Transaction alert screens appear as follows:

Security Admin
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< C (3 https://koprabymandiri.com/common/user-management/list 5 2 w Q 4]

DI 0 MGTTI083351478

Users
Add or maintain Users, their roles, and their scoess.,

1user selected

YOHANAPROD400

16.View User:Stutt

This function is used to view the Operator Profile.

Maker
Log in to Kopra via www.koprabymandiri.com

Click the User menu

A list of Operator Profiles appears

Select the Operator Profile to be inquired about
Click the Manage button on the floating bar
Perform the View User option

-2 Q0 T

17.Delete User

This function is used to delete the User Operator's profile. The Delete User process requires a
release by Approver using the Pending Task function. Deleting an operator's user profile
automatically removes the associated carrier transaction module and the operator level.

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Clickthe User menu
The transaction screen appears as follows:

Security Admin
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< O (3 https:/koprabymandiri.com/common/user-ri ment/list 5 @ ] =
| EN C.l MGTT1083351478

Users
Add or maintain Users, their roles, and their access.

& AddUsers

Status * e UserD ¢ Name * Phone Number
Active Maker KOPRAZ USER KOPRA 2

KOPRAT JSER KOPRA

YOHANAPRODI YOHANAPROD1

YOHANAPROD!

YOHANAPROD? YOHANAPROD2

YOHANAPROD3 YOHANAPROD3

USERSAFINA SAFINA

MGTSAFINA

1 user selected
KOPRA2

c. Selectorsearch for the user you want to delete the operator -> Click the Manage button on
the floating bar -> Click the Delete User option
The transaction screen appears as follows:
< C @) nttps://koprabymandiri.com/common/user-management 5 N v B = b

DB L MOTTI083351478

Users
Add o maienain Users, thei roles, and their acoess.

Name *

YOHANAPROD:

1user selected
YOHANAPROD400

d. Click the Delete button on the overlay
The transaction screen appears as follows:

Security Admin
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< C () https//koprabymandiri.com/common/user-management/ist 5 Qa A w SRS

Delete Users

Are you & 1o permanent

User Summary
Usememe YOHANAPROD400
YOHANAPROD400
€ yohana. sinombing@bankmandiri co.id
Numbe +62852-7791-1145
R APPROVER MAKER

TEAMS FINANCING COMPANY

Delote this user?
Once Geleted, this user and a8 of the

Information will be removed parmanently

-
Cancel [ Delete
=)
e. Click the Yes button on the popover confirmation delete
The transaction screen appears as follows:
< C (3  https:/koprabymandiri.com/common/user-management/list B a A % a3 =
=
° Request Submitted
User Summary
~)

18.Pending Task User

The Pending Task User function is executed for the following purposes:
- Release of a new, modified, or Delete User profile.

- Release status updates from Operator users.

- Release a new user password.

-Release users who are indicated to be locked.

Maker

a. Loginto Kopra via www.koprabymandiri.com
b. Click the Pending Task menu

The transaction screen appears as follows:

Security Admin
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Security Admin

< O () https://koprabymandiri.com/commor task/pending-task-admin 0 5 A/ a =

D|EN [ MGTT1083351478

Pending Task

) My Task g Manage pending transactions and any task that requires your attention.
Trade & Guarantee ) Company M

Product Category  Operator Class

ling Task Recorded on Your Account

task requiring approval, it will be displayed here

c. Selectthe Company Management tab
The transaction screen appears as follows:

&< O (3  https://koprabymandiri.com/comr ~task/pending-task-admin 0 B € (] o=

ez
Pending Task

) My Task v Manage pending transactions and any task that requires your attention.

D|EN [ MGTT1083351478

Trade & Guarantee @ Company Management ©

Show 10 v Entries

Users + YOHANAPRODA400 + MGTT002

&

Teams « TEST WARNA TEAMS « MGTT002

Teams « TEAM TRADE PROD 12  MGTT002

d. Select Users to be authorized -> Click manage -> Click Card list User

Users can choose a card list to view the user of the actions that have been performed by other
admins (Add/Edit/Delete/Activate/Deactivate/Unlock User/Unlock Session/Reset Password)
The transaction screen appears as follows:
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< C () https://koprabymandiri.com/common/my-task/pending-task-admin @ 5 a A [&] o=

Transaction Status

Transaction Details
20 Apr 2025, 20:03:01
saction Statu: Pending Approval by MGTT1083351478

nt Event Edit User

User Summary
YOHANAPRODA0O
yohana.sihombing@bankmandiri.co.id
Mobile Phone Numbe +62852-7791-11433
MAKER + APPROVER

TEAMS FINANCING COMPANY

Cancel m

« C ?)  https://koprabymandiri.com, n/my-task/pending-task-admin 9 : XA W G| =

DI [ MOTTI083351478

Pending Task

Manage pending transactions and any task that requires your attention.

Users + YOHANAPROD400 + MGTT002

Toams « TEST WARNA TEAMS + MGTT002

A2

Toars = TEAM YRADE PROD 12  MGTT002

Fields Name Description

Approve This option is used for the release of a submitted
transaction

Rejection This option is used to reject a submitted
transaction. The reason for the rejection can be
written in the text area provided.

-Approver can click the ‘Approve’ button on the floating bar
The screen will appear as follows:

Security Admin
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&« O (3 https://koprabymandiri.com/cor my-task/pending-task-admin Q B A a =y
-
Validate Approval
Item Selected (1)
@ U‘s"ers . YOHANAPR!‘.')I‘M((:O *MGTT002
Cancel Approve
- Approver can click the 'Approve’ button on the Validate Approval screen
And the screen appears as follows:
< O (3 https://koprabymandiri.com/common/my-task/pending-task-admin Q ¥ Q ] = e
° Task has been successfully completed!
g Lo o werre

19.Add Operator Class

This function is used to determine the type or level of operator users related to the release or
authorization function of trade products that have access to each module in each company
they own. This level can only be set by operators with Approver or Maker + Approver type ,
namely access to the transaction's release/authorization function (the assignment function is
set through the User function). The Add Operator Class process requires a release by Approver
using the Pending Task Operator Class.

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Click the Operator Class menu
The transaction screen appears as follows:

Security Admin
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< C () https://koprabymandiri.com/common/operational-class 9 B L A W a3 o=

kepra_o
Operator Class

My Task Set the operator class for each eligible users.

D|EN [ MGTT1083351478

Operator Class Show 10 Entries

UserD ¢ Company ID * Status
KOPRA MGTT002 Not configured
YOHANAGO1 MGTT002 Not configured
YOHANABETAFIX2 MGTT002 Not configured
YOHANAFAP MGTT002 onfigured
YOHANAPROD400 MGTT002 ot configured

YOHANAPRODS00 MGTT002

1User selected 2+ Add Operator Ck
KOPRA1 = —

c. Select/search for Approver Operator / Maker + Approver -> Click Add Operator Class

button
The transaction screen appears as follows:
< O ) https;//koprabymandiri.com/common/operational-class Q B \ . a DA
Q
O’p‘er;tor‘ élass Details
User Summary
Set Operator Class Applytoall  Class1 v
Fields Name Type Description
Class M The class level given to the user in authorizing
the release of the transaction
Apply to All M Classes can be implemented with the same
class rules for all available modules
Select Class M Classes can be done with different types of
classes from the available modules

d. Click button 'Next'
The transaction screen appears as follows:

Security Admin
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Security Admin

s://koprabymandiri.com/common/operational-class Q

Add Operator Class

Overview

User Summary
YOHANAG01
Jser ID YOHANAGO1
Role APPROVER + MAKER

Team TEAMS MGTT002 BETA FIXING

Class1
Class1

Class 1

Class 1

Cancel

e. Click the 'Submit' button
The transaction screen appears as follows:
<« G @ https ommon/operational-class 9 B a A & L I

koprabymandiri.com,

° Request Submitted

four request is waiting for approval

User Summary
YOHANAG01
YOHANAGO1
APPROVER + MAKER

Team TEAMS MGTT002 BETA FIXING

Set Operator Class

tward Class 1

Class 1

Class1

Class1

20.Modify Operator Class

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Click the Operator Class menu
The transaction screen appears as follows:
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&< O (3  https:/koprabymandiri.com/comr operational-cla Q g8 Q L] = b

D|EN 0 MGTT2293759759

Operator Class

Set the operator class for each eligible users.
Operator Class 0 Entries

Company ID + Status

MGTT002 Already set

1User selected
YOHANA601

c. Select 'Already Set'in the Operator Class filter dropdown
The transaction screen appears as follows:

& © %) https//koprabymandiri.com t ¢ . [« I + B
Operator Class
St the operator class for each eligitie users.

Oparator Class

Status.

Avesdy set

1User solectod

YOHANAGO1

d. Select the user to be modified Operator Class -> Click the Manage button on the floating
bar
The transaction screen appears as follows:

Security Admin
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&« C () nhttpsi//koprabymandiri.com/common/operational-class

Modify Operator Class

Cick the buttcn below to modify this user's operator class.

User Summary
YOHANAGO1
ser 1D YOHANASO1
Role APPROVER + MAKER

Tean TEAMS MGTT002 BETA FIXING

Class 1
Cancel
e. Select the Modify Operator Class option
The transaction screen appears as follows:
« C () https//koprabymandiri.com/common/operational-class ® B Q Q o

Moty Oparste

Operator Class Details

User Summary
YOHANAGO1
YOMANAGOY

L APPROVER + MAKER

TEAMS MGTT002 BETA FIXING
Set Operator Class @ Appiytoan  Class2 v
100 Outward Cuass 2
Class 2
Cuass 2
Expon Letter of Cret s

f. Make class modifications to the module needed to make changes -> Click Next button
The following transaction screen will appear:

Security Admin
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&< C (3  https://koprabymandiri.com/common/operational-class @ 53]
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Modify Operator Class

Overview

User Summary
YOHANAGO1
YOHANAG01

Role APPROVER + MAKER

Team TEAMS MGTT002 BETA FIXING

Modify Operator Class Summary

@ Bank Gu: tee Outward Class 2
@ Ban Class 2
© Import Lette Class 2
@ Export Letter of Credit Class 2
Cancel m
g. Click the Submit button
The following transaction screen will appear:
<« O (3 https://koprabymandiri.com/common/operational-class ® B oa A o

Q Request Submitted

Your request is waiting for approval

User Summary
YOHANAGO1
YOHANAG01
APPROVER + MAKER

eam TEAMS MGTT002 BETA FIXING

Modify Operator Class Summary

vard  Class2

Class 2

Class 2

Class 2

21.Reset Operator Class

Maker
a. Loginto Kopra via www.koprabymandiri.com

b. Click the Operator Class menu
The transaction screen appears as follows:
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Security Admin

&< O A htt koprabymandiri.com/common/operationa

Operator Class
Set the operator class for each eligible users.

UseriD =
KOPRA1
YOHANABETAFIX2
YOHANAFAP
YOHANAPROD40C

YOHANAPRODS00

1User selected

KOPRA1

Operator Class

Company ID =

MGTT002

MGTT002

D|EN [ MGTT1083351478

Status

c. Select 'Already Set'in the Operator Class filter dropdown

The transaction screen appears as follows:

<« C %) https://koprabymandiri.com/common/operational-class

Operator Class

Set the operstor ciass for each efigitie users.

ANABETAFIX

FAP

1 User selectec
KOPRAT

0 MOTTI083351478

10 Entries

Status
Not configwed

2 Add Operator Class

d. Select the user to delete the operator class -> Click the 'Manage' button -> Click the Reset

Operator Class option

The transaction screen appears as follows:
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<« C ) https://koprabymandiri.com, on/operational-class ® 15 . A @ S =

kopre_o

Operator Class

Set the operator class for 0ach eligitie users.

Operator Class - 0 Entries

1User solectod

YOHANAGO1

&« C () nhttpsi//koprabymandiri.com/common/operational-class o] B e A a3 o=

Reset Operator Class

This action will reset the selected user cperator class setting

User Summary

Username YOMANAGO1

User ID 'YOHANAGO1

R APPROVER + MAKER

Tear TEAMS MGTT002 BETA FIXING

e Outward Class 2
Bank Guarantee Inward Class 2
Imex Class 2
Export Letter of Credit Cuass2
Cancel i [ Reset

e. Click the Reset button

The transaction screen appears as follows:

Security Admin
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Security Admin

< C ()  httpsy//koprabymandiri.com/common/operational-class ° B & A W a o

Reset Operator Class
This action wi resat the solected use

¢ operator ¢lass setting

User Summary
YOHANAGO1
YOHANAGO1
APPROVER + MAKER

TEAMS MGTTO02 BETA FIXING

Set Operator Class

Class 2
Class 2
Roset operator class?
Once it's reset, youl have to set the
CPOrator class again.
Cancel [ Reset
f. Click the Yes button on the delete confimation popover
The screen appears as follows
< G (3  https://koprabymandiri.com/common/operational-clas B a A [ I

0|EN [ MGTT1083351478

Operator Class

Set the operator class for each eligible users.
Operator Class

UseriD = Company D = Status

YOHANABO1 MGTT002 nding App

1User selected S M
®
YOHANAG601 -

22.View Operator Class

Maker

a. Loginto Kopra via www.koprabymandiri.com

b. Click the Operator Class menu

c. Select the 'Already Set' option on the Operator Class filter dropdown
d. Alist of users who have been set up Operator Class appears

e. Select the operator to be inquired about

f.  Click the Manage button on the floating bar

g. Perform the View User option
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23.Pending Task Operator Class

Maker
a. Loginto Kopra via www.koprabymandiri.com
b. Click the Operator Class -> menu Select the Trade & Guarantee tab

The transaction screen appears as follows:
& C @] tt beta.koprabymandiri.com/comry my-task/pending-task-adm 9 : G =

0 MGTT2203759759

Pending Task

Manage pending transactions and any task that requires your attention.
Trade & Guarantee @ Company Management
Product Category Operator Class

B Operator Class * YOHANAGO1
4 by MGTTOC

c. Selectthe operator to be authorized -> Click Card list User Operator
Users can select a card list to view the User of the actions that have been performed by other
admins (Add/Modify/Reset Operator Class)

The transaction screen appears as follows:
< C ) https/koprabymandiri.com y-task/pending-task-adr ) A Q o

Pending Task

) My Tosk v Manage pending transactions and any task that requires your attention.

ol [ MOTT2203750759

Trade & Guarantee @ Company Management
Product Category  Operator Class

O 8] Oporator Class » YOHANAGO!

Athect

Fields Name Description
Approve This option is used for the release of a submitted
transaction

Security Admin
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Rejection

written in the text area provided.

This option is used to reject a submitted
transaction. The reason for the rejection can be

Security Admin

-Approver can click the ‘Approve’ button on the floating bar
The screen will appear as follows:

- Approver can click the 'Approve’ button on the Validate Approval screen
And the screen appears as follows:

&< O © htt koprabymandiri.com/comt 'my-task/pending-task-admin

< C () https://koprabymandiri.com/common/my-task/pending-task-admin a8 A a3 o=
Validate Approval
Item Selected (1)
o Operator Class * YOHANAG01
a2 eated by MGTTG
Cancel Approve
=
° Task has been successfully completed!
o Operator Class * YOHANAG01
= re ~
~J




