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Standard Operating Procedure
Owner/ Department: ZAF – Operations                                 

PURPOSE

[bookmark: _Hlk152677607]The objective of the Adding Customers on LMS Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group to execute the process of adding new customers on LMS. This SOP is intended to be used as a reference for all Mellets personnel who will be adding customers on LMS. The SOP is a supporting SOP for Data Capturing SOP.

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are responsible for adding customers on LMS.

PROCESS

1. Collection or delivery customer is not loaded on LMS.
2. On the waybill capturing screen:
a. Click on the plus sign to add customer.
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b. Add the customer details and select “Address Verified”.
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c. Type in the address or company name on the address bar.
d. Select the search function by clicking on the magnifying glass.
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e. The screen will refresh and show different addresses, select the correct address.
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f. Once correct address selected the system will complete the rest of the information automatically, select “OK” to save customer’s details.
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g. LMS will refresh and return to waybill capturing screen. 
Page 2 of 3 	Uncontrolled copy if printed	

image7.png
hodress

[sodectay

i

JriTge

@ @—I—‘@ BN 197

o





image8.png
[soreefaty (]

=

S ooy O G, G 3, e, T, o K
|t 14N o e, e, 215, St

i

T

@@—I

® BN 23E"





image9.png
Adress

(et aty

s

PPy S0 o, O 33, S, 75 S A

St 14, ot vy, Omonce, e, 215, S Afca

[omenge 9%

[pomeag

St [Omonce 59
L ——
PostalCode: (2153

Provnce: [Gaseng
County.  [souh Afia
Lace w20

Longiude: (0131657

XTENSION §
SELBY 5
AN Elflm

&
)20" MINES ml'ﬁﬁl

Shopping
e Cenre

4

@—|;@ 2%.3° zsf

[owet [ o





image5.png
Pickup Customer

Customer: [-Select Customer-

(&2

i

i
§

Customer: [ -Select Customer-

Contact Person: Hannes
Address: 158
Isando Road
Town: KEMPTONPARK
Suburb: KEMPTON PARK

&2
b=

‘ContactNo: 011923

BuoN LBARC




image6.png
Cones

e

Tk

M Vered X

Vi

EAIEME RE

HiHIEIE
128533

s Qo §





image10.png
SIS L





