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Admin will receive an email to 
set up your account.

Admin have to set the password and 
login to the dashboard

Admin will be able to 
add employees, 

create groups and set 
company policies

Employees will receive a 
notification, they can start 

using GoCorp from payment 
section

Overview: How to use GoCorp?



How to sign up & log in 
Admin onboarding.



How to create an admin account?

Insert screenshot

You will receive an email to set up a 
password for your account and click 

the “set password” button

Create a password (use a 
combination of letters and 

numbers for a safer password).

Log in to GoCorp Web Portal 
using your registered email 

address and password.



GoCorp dashboard
Admin’s overview.



You can see a summary of your 
company’s monthly data, such as:

● Total number of employees who 
have their GoCorp accounts 
activated.

● Total number of employees you’ve 
invited to make a GoCorp account.
 

● Total number of completed trips.

● Total spending.

Company stats



Trips 
See list of employees’ completed trips, 
their order information, and download 
reports here.

Employee and group
You can add, edit, and delete 
employees as well as groups.

Company policy
You can create, edit, and delete your 
company policies. However, for now, 
the policy that can be applied is only 
the employee's monthly spending limit.

Dashboard menu



Manage employees
As an admin, you can add and remove employees.



● Onboard your employee by using two 
methods: 

1. Bulk upload using a CSV file . 
2. Single / manual upload 

● Your employees will get a notification 
once they’re invited to GoCorp.
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This is the example of CSV format. Please upload the 
document with the same format like this.You can upload the document 

by clicking “Browse” in this 
section.

Make sure the employee's phone 
number is the same as the one 
registered on their Gojek app.

Onboard Employees



There are 2 important statuses you need to 
pay attention to:

a. Invited: the employee has already 
gotten the invitation but they don’t 
have a Gojek account yet.

b. Active: the employee now has 
GoCorp as a payment option in their 
app and can pay with it.

Check employee status



Don’t forget to remove your employee if 
they no longer need GoCorp access by 
deleting them from the list.

Filter employees based 
on groups

Search employees by name Filter employees based 
on status

Find an Employee 



Deboard Employee 
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1. To remove 
GoCorp access, 
you can tick the 
checkbox and hit 
the delete button

2. You’ll get the 
confirmation and 
click “Yes, 
remove” if you 
want to deboard 
that employee

3. Once employee 
deboarded, they 
won’t get the 
access to GoCorp 
anymore, 
however the 
completed trips 
by that employee 
still appear under 
the trips section



Manage groups
Admins can create and delete groups.



1. A group is a collection of employees that 
can be created based on the needs of a 
company (eg. Grouping based on 
department, employee level, or branch)

2. An employee can only be a part of one 
group.

3. Creating groups help you organise your 
employees and you can easily find group 
members through group filters.

What is a Group?



Creating a Group

1. Create the name of the Group
2. Selected employees (part of this 

group) can be filtered by status, 
here is an example of Members 

3. Unselected employees (not part of 
this group) can be filtered by status, 
here is an example of 
‘Not Member’
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Edit group
1. Filter by status to help the admin see who 

are the employees that are a member of the 
group, not a member or all employees 
(combination of member and not a member)

2. Add more employee to the group by check 
the box 

3. To remove an employee from group - just 
uncheck the employee, and hit save to 
update the group

4. Counter to help, how many members / 
employees are selected in this group
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Manage policy
Admins can create and delete Policies



1. Policies will help you set balance checks for 
your employees Transport spending when 
using GoCorp.

2. Naming a Policy is based on your companies 
needs (eg. Management Policy, 
Sales/Marketing Policy, Business Trip Policy)

3. After naming your Policy, set a limit for the 
employees that are included within this policy

a. Policies are independent of Groups, 
so Group members can be part of 
different policies

b. Individual spending limit reflects the 
amount EACH member of the policy 
has, not a total amount.

4. Add members to your policy by selecting 
them from the list of on boarded employees.

NOTE: If you haven’t applied any policy to an 
employee, they can use GoCorp without limits.
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Company Policies in General

2 3



Approval Flow: Creating One Time Policies (By Name)

1. If your company has an internal 
approval flow, you can create one time 
policies that will allow employees to 
take trips post approval

2. To keep track of the policy easily, we 
suggest you name the policy with the 
Employee name and date (ie. Ade 
April 20) 

3. After naming the policy, you can set a 
validity period (optional), and create a 
rule based on Total number of trips 
(you can set this to 2 trips if the 
employee is entitled to return trip)
 

4. Add the employee to the policy and 
click save to activate

5. Once the employee has taken the trips 
allocated, they will no longer be able to 
use GoCorp until given a new policy
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Approval Flow: Creating One Time Policies (By Date)

1. If your company has an internal 
approval flow that allows employees to 
travel everyday, but based on approval, 
you can keep track by naming policies 
based on date

2. After naming the policy, you can set a 
time frame as daily or one time, and 
create a rule based on Total number of 
trips (you can set this to 2 trips if the 
employee is entitled to return trip)
 

3. Add employee(s) that have already 
been approved for travel at the given 
date to the policy and click save to 
activate.

4. If you have employees that are 
approved last minute, you can still add 
them to the policy through the edit 
feature.
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Adding/Removing members of a Policy



Review trips
Generate your report



1. Completed Trips will be shown in the table 
below in chronological order. 

2. Select an employee to see more information 
about the trip (service used, fare breakdown).

3. You can narrow your search by name, group, 
and filter by date. 
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Trip details Such as From, To; 
Booking Number; Fare
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Review Trip History
The Trips tab will show you all usage of employees 
that use GoCorp payments. This page will be updated 
once an employee completes a trip.



1. From the Trips tab, you can select 
employees in order to generate a 
report.

2. You can select employees by filtering 
by Group and by date.

3. Once you select employees, simply 
click ‘Download Details’ and a csv will 
be generated for selected employees.

Download Reports
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#transport


