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Manage Vehide KEVS If original key, leave the key in @ [ﬁ eg
the key truck/ vehicle ignition.

If spare key, hand over the key
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Driver reports Driver Confirm the o with Driver arrives Q Truck/ vehicle Debrief
at Collection pssign truck/ proceeds to vehicle keyisin Key available 'gcfe ""/‘ depot parked/ Report to the completed
office SSIEN truc assigned the ignition of e ver, ) standby debriefing
vehicle to driver truck/ vehicle the truck / collection as per Switch off the station
vehicle instructions truck / vehicle
—_— —» —»X
- - - Who was the last 5 -
CollClerk Driver Driver driverto drive the Driver Driver
T truck / vehicle
el zs - Did the drivergo
Key Key found home with the key? Spare key
unavailable issued
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Before refuelling, record:
Fuel Management (Dreamworx) - Vehide registration number @ ['ﬁ e:j
- lime
- Odometer reading
- Driver's name
- Opening pump reading
After refuelling, record:
- Closing pump reading
- Litres
- Signature (pump attendant)
- Pump Attendant's name

On the "Depot - Daily
Diesel Capture
Sheet" for both tanks

*Atthe end of
the shift

*Before the start of
the shift the next day

- 0

Start of shift . Start of shift Q Vehicle Q Refueling Q End of shift Q Hand-over
. Perform dip level dip reading arrives at the dip reading
requirement completed . complete
measurements completed Record the day, bowser for Complete the Perform dip level completed Hand over the
on the small & Y refuelling "Depot - Daily measurements & previous day
date and opening h " .
large tank n ~ Diesel Capture complete the Depot- Daily
» dip reading "
Sheet
Fuel Pump Attnd Fuel Pump Attnd Fuel Pump Attnd Fuel Pump Attnd Fuel Pump Attnd
| *As per current |
distribution list
i i Report " i Information
‘ernfv tbe Reportverifed ‘ fVerv-the . ,Zved Q Email sent Login to B
information information on pp Scan & email the Dreamworx to p
recorded & the "Depot - "Depot - Daily capture the
complete the Daily Diesel Diesel Capture information from
—» —»X
Workshp Buyer Workshp Mngr Workshp Buyer Workshp Buyer
(s) Dreamworx
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m process Loading
Customer must mark components

with a destination, order number
and waybill number.
Drivers must ensure when
loading items that everything has
been clearly marked by the client
orsupplier before loading

I |

Customer to
(f;arg‘o ,;adv Q Load not Photos taken g thzs u Contact the Advise taken Discuss re-pack
orloading secure Take photos of Forward photos orwarde supervisor/ ackaging with securely as
Checkload is the items to supv/mngr manager for P ging advised
) customer
properly secured advise
4, 4“
Driver Driver Driver Driver Ops Mngr
Refer to Ops Supvr
Cargo ready Securing Cargo
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[l ¢
Cargo loaded e Q argo

Load the cargo on secured

the truck Secure the cargo
on the truck

Driver Driver
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- Vehicle registration
- Open first load
- Trailer details (if applicable)
- Opening odometer readings

Load details: - Capture odometer reading
- Route "
. - Opensecondary load (if
- Courier applicable)
- Service PP
-Zone

Vehicle/traile
rsched/u\ed Login done Selection Selection Q Details Q Details
: i d d dated dated
for linehaul Logmtto the Select manifest one Select fre;te one ssei\‘fei(f:etah:d updste Complete driver update
load system hew foa and vehicle
update the load details
details
R |
QOps Mngr Ops Mngr Ops Mngr QOps Mngr Ops Mngr
(s) LMS (s) LMS (s) LMS (s) LMS (s) LMS
Save Copy of load
Select nextand complete Select print job printed
save
—X
Ops Mngr Ops Mngr
(s) LMS (s) LMS
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)
Q incident

Report full
details of the
incident to

B e —— manager
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- Subsequent investigations should include root cause analysis
and can include the following parties:
* Employee involved
* Investigator appointed by the employer (Direct Line Manager)
* Health and safety representative for the area, if applicable
* Representative of the client site, if applicable
- Where an incident or injury is required to be reported to the
authorities, the following documents will be required:
* Employers report of an accident
» Complete vehicle accident and claim form
+ Sworn/confirmed statement by employee
+ Affidavit by employee (vehicle accident/assault)
* SAPS case number

- If the employee requires medical attention the following forms

need to be given to the employee to take to the hospital/doctor
along with the employers report of an accident:
* First medical report
o Final/progress report
» Certified copy of identification document

To be done in
conjunction with
employee and ensure
details are captured as
much as possible

investigation

reported Receive incident complete

report and
investigate
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m Process Receiving Linehaul Load
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for receiving Login done done Debrief |oad by complete done done
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File ef
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* Wear the correct PPE
* Shut down any potential sources of heat or ignition

* Barricade the area and ensure that all bystanders and
traffic stay away as far as possible from the incident /
Procg accident scene @ T ea
* Make sure thatanyone whois lightly injured is remoya. U
from the incident / accident scene - Location
* Make sure that anyone who s critically injured is| - Vehicle registration numbers (Namlog
stabilized at the incident / accident scene as bestag  own vehicles and third party vehicles)
possible - Injuries
* Apply contents of spill kit toclean upincident / - Contents spilled
accident scene - Driver details
- Date and time of incident / accident
- Description of the incident / accident

I |

Spill Initial Q Spill Q Incident/ X Service
incident/accid Assess the risk assessment addressed Report th accident fAssessthe ; Action taken Contact svs provider
epo e information an
ent occured and impacts due done Address the 'ms'\dent/ reported contact provider for contacted
to the spill spillage incident/ accident to direct cleanup
accident emergency svs
_—» manager
Driver Driver Driver Direct Manager Direct Manager
Investigation Forward the Report
Conduct complete investigation forwarded
investigation report fo AE &
B relevant Mngr
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Direct Manager Direct Manager
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The freight on floor report must

containthe following:
@ - Waybill number, billing
customer, waybill billing
customer, profit center, waybill

Process Freight on Floor Report

date, floor status and reasons
why freight is on the floor to be
added manually on the comments
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system floor report 3 Select generate
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done
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consignment
docs to Clearing

department x
—

Data Capturer

process the parcels

through the specific (s) LMS
Induction processing
method

For Cross
border
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- The parcel will flow through on rollers onto
the conveyer belts
- The first conveyor belt will electronically,
via laser scanners, register the dimensions of
the parcel
- The second conveyor belt, whichis an
electronicscale, will register the weight of
the parcel
The Parcel Mass & Dime nsioner weight and
dimension limitations:
- Length: 90cm x Breath: 60cm x Height 60cm -
Mass not exceeding 60 kilograms
. . ~The black frame serves a guide to the  sale !
Process Parcel Mass & Dimensions maximum dimension per parcel ith ashort beep sound, is @:]
he parcel mass and dims

recorded successfully

ith along beep sound, is
g parcel has beenrejected
Process through the rcels must be reprocessed,

successful, to be captured

specificInduction
. . per manual scale process
processing method, in

this Parcel Mass &
Dimensioner

n when parcel on weight

The parcel must be placed on the rollers with
the Namlog label facing the left

N |

Provide
Labels handed Q Label. ted instructions to Instructions D P Is loaded Q Scans
over by data paste the labels els paste G cerst given Load parcels on arcels foadel Scan integration complete
capturer €n workersto the dimensioner label on the
onto the process
h roller parcel
relevant parcels consignment
R
Ops Team Lead Ops Team Lead General Worker OPS Operator

pallets allocated to
spedcific branches and

or countries
D pall full Consignment Data capturer
allets ful Transfer cargo to processed & Notify Data notified
Pack parcels Fleswgnated ready for Capturer
onto pallets dispatch bays dispatch
—— X
General Worker General Worker Ops Team Lead
Forklift Operator
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-Vehicle Closing
Odometer readings
. Update done Selection Q incdent Save done Handover Handover
Mark.mlssed P Select load done reported Harlldover done .Handov.erfleet done
collections and details Update vehicle & Select save conslgnme.nt inspection docs
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Perform vehicle over & sign for PDA collection . P 4 completion of
N N ready for freight SOP .
inspection scanner . waybill by
loading
e > e m— customer
Ops Mngr Driver Driver Driver Driver Driver
Driver
Waybill Debriefing
signedoff Depart from conducted
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m Perform Vehicle Inspection

- Consignment
documents
- PDA scanner
- Vehicle checklist
- Briefing checklist
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. - pdated inspection sheet handed
inspection sheet ops roadworthy documents and over
to manager status equipment to
N driver —_—>
Driver Driver Ops Mngr Ops Mngr
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Loading Team
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discrepancy
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Title: Process Swaziland Shipments Owner: Victor Hendriks C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

Date: 9/28/2023 Review Date: None O Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.3.7.9 Draft Copy Version:

m Process Lesotho Shipments

Loading Teamleader
Load cargo to o
i notified i
Kimberley third complete Resolve issued Notify team
and re-scan leader of
party express Is discrepen
vehide parce pency
Scan using PDA
Only one vehicle must
The report must be v .
be loaded atatime,
generated afterall .
. - either the SMSA
consignments for Driver . . [Team Lead Ops Mngr
. vehicle or the third-
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m Process PDA Offload Scans for Delivery
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4.
Driver Driver Driver Driver Driver
PDA (s)
| Customer to sign ‘
waybill & PDA
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Overnight Express (Namibia) Process
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Customer Inform the Concerned Record ONX on Waybill Driver returned Ready for Debrief
books ONX Collecti d departments h bill identified as Inform the driver from collection Report at debrief debrief Debrief th completed
(Overnight O\ nilug'\r:;ln notified undee\clsavec"\al ONX on ONX station for ed:":rer )
Express) d . P collection debriefing
epartments instructions
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(s) LMS Customer
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The request for guotation
must indicate the no. of liters
required & delivery date.
The quotation must indicate
price perliter, no. of liters
thatbe delivered & delivery

Quotation follow
Fraxion approval

process & Mellets

order number
automatically

Diesel Management Process

Version: 1
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supplierdelivery

Diesel tanker
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the bowser Q quotation sent Suorz\::; Send order.no. rec'd by Q reading Q loading Q printed from
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. eceive s e " " ecord the diese .
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the diesel a X uel delivery delivery bowser reading bowser reading X diesel pump
. load on Fraxion required reading
R — supplier
Ensure the no. of liters of
diesel transferred from the
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Ops Mngr with the no. of liters indicated Ops Mngr Fuel Pump Attnd Fuel Pump Attnd Fuel Pump Attnd
on the supplier delivery slip
; Docs checked Payment
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Shipment ready Printed stock Verified report Worker receives . Items moved & Stock-item
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the report general worker the waybill discrepancies checked
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i loading
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request for successful screen/ . displays load Select Step 2
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Documents:

- Load manifest
- Waybill

- Vehicle book

- PDA

Cargo confirmation:
- Clearly and visibly
labelled.

- The printing on the
label must be clear.

*Before departing for

collection

o

Version: 1

h]<

- Correctly packaged
to prevent in-transit
damage. s
Delivery Collection Driverin - Quantity of parcels / Checklist Vehicle eet
schedule Szizfvri:)tr‘:?:a schedule Q possession of Sign forthe PDA pallets/tZoxeps must Complete completed for Q inspection Hand the vehicle received by
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; referto notice consignment mobile device . vehicle & to Ops
assigned board f documents consignment sheet "
oard for documents to logsheet documents: complete vehicle Supervisor
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the driver * Load manifest inspection sheet
* Waybill
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Perform PDA Cargo Q Delivery Inform the MRS Discrepancies Prt:ice‘gd to r!?xt Driver arrival Cons[‘\ignment
offload scanning offloaded ) completed or RDT Supvror noted elivery (i at Epiroc DC Report to debrief ocs
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Epiroc - Re-Delivery Process

- Load manifest
- Namlog delivery note/s
- Epiroc delivery note/s

Cargo Arrived at Cargo D Documents Endorse delivery Delivery note
undelivered Return with cargo Epiroc DC Gftff‘\(;as:arr:\goo at offloaded Report at debrief submitted note with "re- endorsed
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all the comment
L
Driver Driver Driver Debriefer
Scan the Load closed Hand over Docs handed- Place re-delivery Re;d‘\‘( forre-
documents to documents to over stamp on the elivery
close the load on Approval cargo and sign
LMS Supervisor delivery note
S —
Debriefer Debriefer Site Supvr
(s) LMS
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As per collection
request form

Approved Collection Hand! Plan for : Q Contact
X Hand andover Collection
collection Create Load created Process docs ready cz\r\lec:ivoer: completed collection as scheduled person
form received collection load documents as documents to per pre- Request for identified
from Epiroc collection : determined
driver contact person
N
MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr Driver Driver
(s) LMS
. Customer Cargo Offload cargo, Ready for
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m Epiroc - PDA On-load Scanning

Stocks ready Issue load Load no. & DN Loginto LMS Login Load number
. Load created .
forloading Create load in number & issued to mobile successful Enter load entered
LMS delivery note to driver application on number
the Driver the PDA
B —
MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr
(s) Lvs (s) LMS
To check for any
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discrepancies
Scan the Scan Q No Print load Ready for
" completed Generate the discrepancy manifest & delivery
parcel's variance report issue to the
barcode with PDA driver
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MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr
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Issue resolved E
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parcels

MRS/RDT Supvr
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Epiroc - Delivery Debrief Process

SINST

- Load manifest
- Namlog delivery note/s
- Epirocdelivery note/s

Consignment Q Documents Login Manifest Load number debrief option Click on POD to Photos
docs check
successful selected entered N selected : uploaded
submitted by Receives & verify complete Log onto LMS Select manifest Enter the load Selectqebnef view photos
dri N number option uploaded and
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. » documents rate them
Debriefer Debriefer Debriefer Debriefer Debriefer Debriefer
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N Epiroc sheets
consignment documents
documents
—X
Debriefer Debriefer Admin Asst Admin Asst Admin Asst
(s) LMS

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only

Title: Epiroc - Delivery Debrief Process
Author: Edwin Ramos Authorization: Update Pending
Date: 3/11/2024
Volume: 0.00 Per Second

Owner: Louis Ungerer
Diagram Version: Draft Copy
Review Date: None

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.8.2.8 Draft Copy Version: 1

m Epiroc - Delivery Query Process

Delivery . Security Namlog POD
query from Request POD POD provided Check copies of delivery notes Search forthe available sendthe POD 1o Query dosed
Epiroc documents from security delivery available Namlog POD on Epiroc
Site Supervisor note if available the LMS system P
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Contract Mngr Site Supvr Site Supvr Contract Mngr
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Security POD Namlog POD Query becomes valid
delivery notes unavailable available Epirocclaim
unavailable
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Inform Epiroc that investigation on conducted Search through unavailable by Epiroc
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eliver the cargo systems on file POD unavailable s
™
Contract Mngr Site Supvr Site Supvr Contract Mngr
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Orig parcel Q Consignment i Department Request Site Site Supvr
acceptance doc ine i confirmed Notify MRS / RDT notified X present
N Determine if Supvr responsible
submitted by N . department of
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R — RDT
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Title: Epiroc - Return of Goods Staging Area
Authorization: Update Pending

Author: Edwin Ramos
Date: 3/11/2024
Volume: 0.00 Per Second

acceptance doc

Site Supvr

Cost Per Second: $ ,3.5,E-0317

Site Supvr

Owner: Louis Ungerer

"Returned Goods

POD's"

—’X

Site Supvr

Diagram Version: Draft Copy

Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.2.2.8.3 Draft Copy

In-House: Komatsu
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inspection
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¥

Dispatch Process
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Version: 1

Komatsu
handover
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received
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Local & cross border
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Documents on the box:
- Local delivery: Packing list
- Cross border delivery:

SINSU
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_ inspection
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Perform QC
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identified documents packinglist packinglist on Transfer box N
A N A on the pallet N delivery note
backin the . 0l with the the outside of in the pre- tostaging area er Komatsu
box &reseal Scan will generate "Stock the box and N P per route P
and allocate QR code staging area plant / branch
case numberto
applicable Namlog
delivery note
QLTY Checker - Case numberis also QLTY Checker QLTY Checker QLTY Checker QLTY Checker Chkr Grader
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Use a marking pen allocated vehicle
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Perform Mark barcode - If local delivery, copy Create load in Instruct loading load scanning completed with different
receive to confirm of the load manifest LMS per route forklift driver process per colour marker
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A
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Cross Border Delivery - Stock Orders
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- DHL (for Mozambique deliveries)
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Version:
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(s) E-mail

Dispatch vehicle
as per road or air
freight
requirements

Shipments for
delivery

.

In-Hse Adm KOM

Title
Author

Date:

Volume

: Cross Border Delivery - Stock Orders
. Edwin Ramos
12/5/2023

: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only



New Landing Page - Level 1.2.2.8.3.5 Draft Copy Version: 1

m Special Delivery

- If local delivery, copy of the
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delivery note

- If cross border Namibia
delivery, clearing
instructions, Namlog
delivery note & invoices
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- Dispatch location (PDC)
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- Delivery location
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» &dimensions to driver Ia(
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omplete Clearing Dept
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-
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Cross Border Delivery - Emergency & Machine Down Orders
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Send email to
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»

E-mail sent to
Specials
Department
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Zambia & Mozambique Collection

- South Africa
clearing intructions
- ITAC permit (if

-with driver & vehide
details to Namlog
clearing dept

applicable)

Collection Q Clearing Q Sent to Namlog
request documentation Clearing Dept
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from Komatsu documentation
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| - Namlog delivery note
- Load manifest
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Version: 1
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Determine if there
are any damages on
part packaging

Box Parts Quality Inspection

Defects:
® Scratches & damages
® Deformation

Version: 1

TSA sends box Q Packaging/ Item placed on D part damaged Complete Form
for quality part damaged Remove part inspection Perform visual 8 non-standard completed
inspection perform visual from box table inspection on stock mov't

inspection part for doc
> defects
Checker Checker Checker Checker
Noting defect of
No damage No damage to damaged to packaging
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Bumper Quality Inspection

Defects:
® Scratches & damages
* Deformation

Version:

TSA sends Q No damage Item placed on D Bumper Complete Form Return Replacement
bumpe‘vrsfor g Remove the inspection perform visual damaged non-standard completed bumper & request sent
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Toyota Left Behind Report

Version: 1

Pre-departure Login Report Inclusive dates Excel report Selection
Select th
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Version: 1
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signed inferior plan Complete 10D
correctly quality POD's on LG System x
———»
Debriefer Debriefer Debriefer Debriefer
(s) MS Teams

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only

Owner: Louis Ungerer
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Title: Delivery Process
Author: Edwin Ramos

Date: 11/28/2023
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317



Title
Author

Date:

Volume

. Customer Returns
: Edwin Ramos
11/28/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.8.5.8 Draft Copy

Customer Returns

Forward collection
request to Namlog
In-house Mngr

LG customer
refusal of

delivery Q

Sigh on

Driver proceeds
o customer site

endorsed LG
delivery note

LG request for
collection

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Customer quality PODendorsed as

Version: 1

Arrive at LG inspection for Perform per reason for
warehouse, parts returned debriefing return
offload cargo process ~
»
Drive In-Hse Mgr LG
Owner: Louis Ungerer C Actions O Feedback
Diagram Version: Draft Copy @ Change Log O Keywords

Review Date: None
F.T.E.: 0.00

O Change Requests O Read Only



New Landing Page - Level 1.2.2.9 Draft Copy

Requestor

Request asset

¥

Asset Request

signs for the
asset(s)
received

- »

GM: Info Sys.

ZAF - Information Systems

Employee
requirement

Employee
resignation/ *

termination

Asset Return

Asset stored

GM: Info Sys

Business * Implementati
requirement on complete
Development
Life Cycle
———
GM: Info Sys

Title: ZAF - Information Systems

Author: Edwin Ramos

Date: 4/14/2024

Volume: 0.00 Per Second

Data back-up
required

Version:

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Incident Incident/
Request occurs/ request
‘ completed employee * closed
requirement
New User Log Incident/
Activation —.)< Request 4’)(
GM:E: Info Sys GM: Info Sys
Systemuser User
deactivation -
required * deactivated
User
- p{ Deactivation "
GM: Info Sys
Disposal
company
bAS’iet ' collects &
Back-ups obsolete, dispose the
* completed fully * item(s)
depreciated .x
Back-up of Asset Disposal
Data
" - * v
———»
Asset(s)
GM: Info Sys. GM: Info Sys written-off
the books
Owner: Alexander Lombard O Actions O Feedback

Diagram Version
Review Date

. Draft Copy
- None

F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests O Read Only



Request asset

Receive request

New Landing Page - Level 1.2.2.9.1 Draft Copy

New asset

Asset Request

Quotation

Sys Admin
Asset available
Asset stored
awaiting Issue asset(s) to
allocation requestor &
update asset
.—’ register
Sys Admin
Requestor
signs forthe
asset(s)
received

Title: Asset Request

Author: Edwin Ramos Authorization: Update Pending

Date: 4/14/2024

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

disapproved

Version: 1

Fraxion will
automatically generate
aNamlog PO no

Quotation .
Quotation
R " received from approved Q PO generated
umeaqt?::fraom supplier Evaluate
q : quotation Load guotation
supplier
in Fraxion
Sys Admin Sys Admin (s) Fraxion
Asset Asset Rejque:tor
N n signs for
delivered Add asset(s) to registered asset(s)
Send PO to asset list & Issue asset(s) to :
supplier register requestor received
—X
Sys Admin Sys Admin Sys Admin

Owner: Alexander Lombard
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only



Employee
requirement

—_—r details

New Landing Page - Level 1.2.2.9.2 Draft Copy

Employee name, Job title,
Department, Start date

Access required (Email, LMS,
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Business
requirement

-

Download
monthly waybill
activity report

New Landing Page - Level 1.2.2.10.1.4.1 Draft Copy

Process Unbilled Waybill Reports

Tobedone from the
1st to the 7th working
day of every month:

indicate waybills to be

billed onthe report

Q Download

complete

Distribute to
relevant AE &
Billing Clerk to
process unbilled
wavyhills

Bill Clerk

(s) LMS

Bill Clerk

Report
distributed

Done on the 8th working day of
every month.

AE's (account executives) and
billing derks of the relevant
branches, to provide comments
and reasons for unbilled waybills

Version: 1

.

Namlog Group
unbilled waybills

(number of waybills
and total unbilled
value) by reason

category

Initiate revenue
accrual in
business unit
books

Books updated

e

Consolidate
information for
overview of all

FIN Mngr

AR Mngr

Title: Process Unbilled Waybill Reports
Author: Mohammed Altamush Khan

Date: 11/17/2023
Volume: 0.00 Per Second

unbilled waybills

6

Report ready

AR Mngr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00

Owner: Jaco Brits
Diagram Version: Draft Copy

Q Report Fill comments No payment
Forward unbilled forwarded and provide received
wayhbill report to reasons for
relevant waybills not
branches AE & billed X
Billing Clerk
AR Mngr Acct Exec
Bill Clerk
Done once a month.
All unbilled waybills
should be billed the Report
following month returned with
comments
Q Waybills ready
forbilling
Discuss report
with CFO X
_—»
AR Mngr

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only
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Ensure the
disbursement fee's
are added to the
export VAT advance
amount paid on
behalf of customers
and are billed back to

VAT advance to be rocess VAT Advances
paid on behalf of the
customer. The AE's
(account executive's)
are copied on email

for payment

)

authorization

|
G

customers

Amount

rez‘\lj‘r?:‘ns:nt Q Email sent toad ;ﬁyment POP forwarded Perform export cf)‘;an(\‘entge updated
Send email on efiling or clearing process Add
request to ABSA bank & on cross border disbursement
finance for VAT forward proof of consignment fees to export
—.
Clearing Team FIN Mngr Clearing Team AR Mngr
VAT advance
controlled account Bill Clerk
reconciledon a
weekly / monthly

Follow payment basis
collection process

Q Payments done Q ACCOUTI‘TS(‘
Process Perform reconcile
customer detailed VAT
invoice advance
payments "
AR Mngr AR Mngr
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Process Rates Administration & New Customer Requests

SINSU

As perthe Credit
Application process

procedure
New customer Form Forward the Form Q Application Data updated
acquired Complete new completed formto Debtors forwarded processed Capture/Load P
customer LMS Clerk to load Process new the rates on the
request form customer with customer system
request
Acct Exec Acct Exec Debtors Clerk Rates Admin
(s) LMS
‘ When required make ‘
corrections in LMS
Report Confirm rates Checks Q Information
Forward report forwarded loaded complete . updated on
10 AE/ Business Receive system
accurately on confirmation of
Dev Dept
the system loaded rates
accuracy "X
Rates Admin Acct Exec Rates Admin
(s) LMS

: Process Rates Administration & New Customer Requests

Owner: Jaco Brits

O Actions

O Feedback
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Date: 10/27/2023
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Authorization: Update Pending Diagram Version: Draft Copy
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m Process Fuel Levies

Download from
- South Africa - SAPIA
- Namibia- NAMCOR
- Botswana - BERA
websites as and publised on a
monthly basis indicating fuel
price fluctuations Relevant Business
Units (Namlog, SLI

) Namibia, Gentex,
F”eié:“’\‘;lz;’ on Mellets, SLI SA)
Business Q Download Q . System X Checks Q Business units
- Files updated . Confirm o
requirement complete Adjust fuel levies updated inf . complete Send email to notified
Download new Complete fuel new calculation information |  Bus Unit
fuel price from levy calculation on the systems accuraoionthe rehj;zr]oﬂ:iiezl
. . system
» wehbsites on fuel levy files update on LMS X
- »
AR Mngr AR Mngr Rates Admin AR Mngr Rates Admin
(s) LMS (s) LMS (s) E-mail
Title: Process Fuel Levies Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
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Equipment/
Vehicle to be
added/ deleted
from insurance

-

: Process Insurance

: Mohammed Altamush Khan

1 9/17/2023
: 0.00 Per Second

New Landing Page - Level 1.2.2.10.2 Draft Copy

¥

Process
underwriting

Insurance Mngr

Process Insurance

Version:

Insurer renewal ‘
terms provided

by broker
Process

renewals
—_—p

Accident/

Insurance Mngr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

ol 4 e,
rec'd within 24 Process
hrs via email accident/
Y | incdentclaims X
Insurance Mngr
Owner: Jaco Brits O Actions O Feedback
Diagram Version: Draft Copy @ Change Log O Keywords

Review Date: None
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New office
equipment to
be added to
insurance

——————® equipments

New vehicle
tobe added to
insurance

_ > vehicles

Equipment/
Vehicle tobe Q
deleted from Gather
insurance information of
equipment/
4’ vehicle

New Landing Page - Level 1.2.2.10.2.8 Draft Copy

Information required:
- Full items description, make, model,
serial number
- Address where item will be used
- Electronic Equipment — User and assets
number foritem

- New replacement value to be confirmed

- Invoice to be attached

S

Process Underwriting

[P : .
Information required:
- Invoice to be attached. Invoice confirm all vehicle information needed
- Financial Company, interest to be noted
- If no invoice is available, informationto be confirmed: Year, full model
description, retail value +additional items not factory fitted. Full
description for additional items and replacement value. Vin-, eng-, reg
number
- Financial Company, interest to be noted

Gather
information of

Insurance Mngr

information of

add/delete item

Instructions
Info gathered Issue instruction
g sent Receive
to short term
Gather amendments
broker to

from broker

Information needed:
- Details of item to be
deleted
- Reason why item is

Insurance Mngr deleted

Insurance Mngr

|

Amendments
received

Check
information
accuracy

Insurance Mngr

Information
accurate

Version: 1

Perform save on
shared drive

Insurance Mngr

Insurance Mngr

Title: Process Underwriting

Author: Mohammed Altamush Khan

Date: 9/17/2023

Volume: 0.00 Per Second

Information
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Authorization: Update Pending
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Review Date: None
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Owner: Jaco Brits
Diagram Version: Draft Copy

Insurance
updated

4’X

Insurance Mngr
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Process Renewals

Vehicles —new retail value plus

Revise sums
additional items not factory

insured,contents and
electronic fitted; additional items must be
equipments revised with replacement value

Insurer renewal
terms provided
by broker

R —

Revise items
insured

Insurance Mngr

. Process Renewals
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Items revised Q Value revised D Instructions i
Revi Issue instruction sent Receive
E\‘Ase new to broker with amendments
replacement renewal from broker
value
amendments
Insurance Mngr Insurance Mngr Insurance Mngr
Information Amendments
inaccurate received
Information Insurance
B CheCk, accurate Perform save on updated
information )
shared drive
accuracy
Insurance Mngr Insurance Mngr
Owner: Jaco Brits O Actions
Authorization: Update Pending Diagram Version: Draft Copy @ Change Log

Cost Per Second: $ ,3.5,E-0317

Review Date: None
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Version:
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Accident/Inciden
treportreceived
within 24 hours

New Landing Page - Level 1.2.2.10.2.10 Draft Copy

Claim documentation Driveable and Non Driveable Truck, Trailer,
Tanker Claims
- Completed Claim Form
- Photos, vehicle and driver information required (if available)
- Vehicle Registration Numbers (could be more than 1 vehicle)
- Copy of license disks
- Copy of Certificate of Fitness (COF) / Roadworthy

- Photos of all damaged parts to be clearly visible (if available)

- Photo of odometer to show mileage

- Copy of Driver'sID, license and PDP

- Quotation or invoice for damages
- Provide SAP (case) number

Claim documentation: Goods In Transit
- Completed claim Form
- Vehicle Registration Numbers (could be more than 1 vehicle
- Copy of license disks
- Copy of Certificate of Fitness (COF) / Roadworthy
- Photos of all damaged load (if available)
- Contract of carriage or loading documents
- Waybridge documents and delivery notes
- Delivery notes
- Cross borderdocuments if applicable
- Invoice for claimed loads
- Copy of Driver license and PDP
- Provide SAP (case) number

nt Claims

o

Q Documentation
forwarded

Check claim
documentation

Checks complete
Forward claim
documentation

Forward claim
documentation

Documents
forwarded Submit the claim

documentation

Receive claim

Version: 1

If approved- then 3
options given:
Repair, Replace or

Cash payout

Q Claim rejection
letter received
from insurer

—’x

via email and attachments to insurance status
to broker .
to fleet accuracy manager conformation
————®  coordinator > from broker
For repairs- Advice
fleet to send vehicle
Dept Mngr for repairs Fleet Coor Fleet Coor Insurance Mngr Insurance Mngr
Forreplacements &
cash payout- Receive
cashin lieu document
¢ c'a'msd sign and forward Pocum:"dt POP received
Process claims processe cash in lieu orwarde Receive POP Confirm the
(Replacement,R document to from the boker payment
epairs, payout) broker x
» ——%

Insurance Mngr Insurance Mngr

Title: Process Accident/ Incident Claims

Author: Mohammed
Date: 9/17/2023

Volume: 0.00 Per Second

Altamush Khan

Insurance Mngr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Insurance Mngr

Owner: Jaco Brits
Diagram Version: Draft Copy

Review Date: None
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Process Payments

Invoices &

Bl pomenten
supplier F:e“;‘te“
B payment —}X
Creditors Clerk
FIN Mngr
: Process Payments
: Mohammed Altamush Khan Authorization: Update Pending

10/2/2023

: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

qui o‘tr;?;‘r::sr/ec'd ; b ;:::tfe nt
e Process COD
JE— payments —’X
Owner: Jaco Brits O Actions O Feedback
Diagram Version: Draft Copy @ Change Log O Keywords
Review Date: None O Change Requests O Read Only
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Dive: Shared Drive:
Finance Folder
(Supplier Folder)

New Landing Page - Level 1.2.2.10.3.1 Draft Copy

Process Creditors Payment

3 ways to process invoices:

- Match Invoices to Purchase Orders on Fraxion
- Load as invoice on Fraxion

- Capture invoice as SINV on Evelution
Accounting software

Docume nts for submission

- Completes Creditor Reconciliation Document

- Compare balance as per supplier statement
against balance as per Evolution

- List reconciling items for variance's

- Listamountsto be deducted or added for payment
- Complete remittance section

- Save reconciliation calculation on Namlog Shared
Drive: Finance Folder (Supplier folder)

jon Document

Shared Folder:
pplier Folder)

Version:

Invoices & (@) & Invoices Import CSV files 9] :
statements rec ave complete nvoices postes econ done ave complete rove
'd s plet — onthe system & Invoices posted Recon d s plet Review & Approved
from re quester/ Save invoices on Process the P post invoice to Prepare du:;i::;i & provide dE?SIDn
supplier the shared invoi suppliers sub creditors recon onrecon for
folder invoices o foreach supplier save on shared payment
B — edger PP folder >
Creditors Clerk Creditors Clerk FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr
(s) Evolution
-Financial Manager ‘
Based on credit -Group Financial Accountant
terms due date ~Chief Financial Officer ‘
O Vadate 15 el done peyment prootof
Clerk notified Load payment Upload complete D Mngt notified on financial v
Notify creditors instruction on Notify finance payments sttt Perform 2nd released Forward proof of payment sent
N N loaded against institution payment to
clerk to load financial Mngt to proceed d approval i
payment institution with payment m:up"pc:fi‘;:uns supplier
instruction verification
> X
FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr CFO Creditors Clerk
(s) E-mail Group Fin Acc (s) E-mail

Title: Process Creditors Payment
Author: Mohammed Altamush Khan
Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Update Pending
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Owner: Jaco Brits

Diagram Version: Draft Copy
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New Landing Page - Level 1.2.2.10.3.2 Draft Copy

Process COD Payments

Documents for submission

- Completes Creditor Reconciliation Document
- Compare balance as persupplier statement
against balance as per Evolution

3 ways to process invoices: - List reconciling items for variances
- Match Invoices to Purchase - List amounts to be deducted or added for payment
Orders on Fraxion - Complete remittance section
Dive: Shared Drive: - Load as invoice on Fraxion - Save reconciliation calculation on Namlog Shared
Finance Folder - Capture invoice as SINV on Drive: Finance Folder (Supplier folder)
(Supplier Folder) Evolution Accounting software

on Document

Shared Folder:
pplier Folder)

Version: 1

Review &
provide decision
onreconfor
payment

Approved

FIN Mngr

Invoices/ Q D Invoices Import CSV files . Q
quotations rec'd Save complete processed onthe system & Invoices posted Recondone brepare Save complete
f N I R
rom reques er/ Saveinvoiceson Process the pust”"vume to P.repare documents &
supplier the shared L suppliers sub creditors recon
folder mokes led for each supplier save on shared
_— > ecger PP folder
Creditors Clerk Creditors Clerk FIN Mngr Creditors Clerk Creditors Clerk
(s) Evolution - Financial Manager
(immediate payment - Group Financial Accountant
COD payment terms) - Chief Financial Officer
Validate 1st release done
Clerk notified Load payment Upload complete D Mngt notified payments on financial Payment
Notify creditors instruction on Notify finance lomad i institution Perform 2nd released
clerk to load financial Mngt to proceed Daa N r:\f;"s approval
payment institution with payment b
instruction ® verification
FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr CFO
{s) E-mail Group Fin Acc

Title: Process COD Payments Owner: Jaco Brits
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy

Date: 9/17/2023 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Forward proof of
payment to
supplier

Proof of
paymentsent

4.)(

Creditors Clerk

(s) E-mail
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Title: Process Refunds & Consolidation

Author: Mohammed Altamush Khan
Date: 10/2/2023
Volume: 0.00 Per Second

New Landing Page - Level 1.2.2.10.4 Draft Copy Version: 1

Process Refunds & Consolidation

¥

Process customs
VAT refunds

Refunds
processed

A

Corp Rpt Mngr

CFO

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Notification of

financial ‘repomng ‘ R;{p:er:‘i:opza\s/zd
completion
st e Process group
consoligation X
Corp Rpt Mngr
CFO
Owner: Jaco Brits O Actions O Feedback
Diagram Version: Draft Copy @ Change Log O Keywords
Review Date: None O Change Requests O Read Only
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Process Customs VAT Refund

Version: 1

Incorrect
information
identified
Bu;;mess " Download Down:o:d Forward the Statement sent Convert the Excel ready Summarize the Statemfemd \nformagon Forward the
requiremen customs complete customs customs statement into summarize: Validate the corre statementto
statement from statement to statement to open items information customs
E-filing Corp Rpt Mngr excel P controller
R
CFO CFO Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr
Investigation Statements Information . Refunds
Investigate & compglete Forward the sent correct Approved Submit to processed
analyze the processed Validate the Forwardto CFO finance for
openitemson statement to information forapproval refund to
statement Corp Rpt Mngr customers X
e EE—
—
Customs Ctrl Customs Ctrl Corp Rpt Mngr Corp Rpt Mngr CFO
Incorrect
information Not approved
identified
Errors corrected Checkand Check and
address the address the
errors errors
Errors corrected
Customs Ctrl Corp Rpt Mngr

Title: Process Customs VAT Refund
Author: Mohammed Altamush Khan

Date: 9/17/2023

Volume: 0.00 Per Second

Authorization

Cost Per Second

. Update Pending

. $ ,3.5E-

0317

Review Date: None
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Owner: Jaco Brits
Diagram Version: Draft Copy
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New Landing Page - Level 1.2.2.10.4.2 Draft Copy Version:

m Process Group Consolidation

Financial
reporting
completion . . N
e . Login done Retrieve trial Reports pulled Export trial File saved Login done
notification rec’d " : N
N Login to the balance report balance report Login to the Upload the trial
from Bus.Unit "
system for each toexcel and system balance files
Mgrs .
Bus.Unit save
N, > > —
Reports: Ingr Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr
- Balance sheet 8 P Rp 8 P Rpt 8 P Rpt 8 P Rp 8
-Income statement —

- Cashflow statement ton Confirm report () @i
NB: Generate after uploading vs final result Files uploaded
Trial Balance report submitted by BU
FIN Mngrs

)

i i Reports
Q Reports ready Q Information Initiate inter- Reports ready File saved Information approved & sent
correct company Export reports to Validate correct Review & to SMSA
Generate Validate eliminating excel and save Information approve reports
reports information journal process
» » » > X
Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr Corp Rpt Mngr CFO
Information Information Correction
incorrect incorrect required
Title: Process Group Consolidation Owner: Jaco Brits C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

Date: 9/17/2023 Review Date: None O Change Requests O Read Only
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Business

¥

PO approved &

requirement Acc.Clerk
Process notified
purchase order
R E— requests N — »X
Branch/ Dept
(s) Fraxion
Business * Invoice ready to

requirement

N

Process invoice
submissions
(with no PO)

Branch/ Dept

(s) Fraxion

be posted to
Evolution
system
——— X

Title: Fraxion Management

Author: Mohammed Altamush Khan

Date: 10/3/2023
Volume: 0.00 Per Second

Fraxion Management

PO requested

Version: 1

4

Process flip
purchase order

PO sent to the Business * Invoice ready to
i be posted to
requester requirement :
Process link Evolution
supplierinvoice system
to purchase
_—» — _—»
X order X

Business
requirement

N

Acc Clerk Creditors Clerk
(s) Fraxion (s) Fraxion
; Batch Business ‘
. Batch posted

processed requirement Process file
Process salary import to
file import evolution

—_— e — —_—
X system X

Group Fin Acc FIN Mngr
(s) Fraxion

(s) Evolution

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits

Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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Process Purchase Org "¢ @ [:] an
- Supplier
- Description
- Approval flow
- Amount
- VAT
- GLcode -Attach Quote
- Project code Notes (if required)
i.e. reason for
Select-Request- expenditure
Purchase-Create
Business . Q Selection Q Information Q Attachments Request
N Login done B Validat
requirement Logintothe done updated added Submit for submitted alidate
Make necessary Enterthe Attach notes & ‘ information &
system selections on required supporting eperove approve
the system information documents
Branch/ Dept Branch/ Dept Branch/ Dept Branch/ Dept Branch/ Dept FIN Mngr
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
Disapproved Approved
PO approved Approved
Approved
& Acc. Clerk Approved PP PP
notified Approve the Approve the Approve the Approve the
expense expense expense expense
re—————
CFO Head of Dept Manager - Fleet CGM
MD
Non-motor
vehicle
expense

Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 9/17/2023 Review Date: None O Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Flip Purchase Order

Version:

Suppli
PO requested Login done PO selected Selection done uppier Filter applied
Login to the Select the selected Select purchase
Select create Select supplier Select filter
system purchase orders order request
R
AccClerk AccClerk AccClerk Acc Clerk AccClerk Acc Clerk
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
PO selected
Change the Purch: PO sent t
Selection done Change done urchase PO printed sentto
purchaser name selected Forward official requester
Select create to original Selct purchase Select print
requester PO to requester
—X
AccClerk Acc Clerk AccClerk Acc Clerk AccClerk
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) E-mail

Title: Process Flip Purchase Order

Owner: Jaco Brits

O Actions O Feedback

Author: Mohammed Altamush Khan
Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Update Pending Diagram Version: Draft Copy
Review Date: None
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Business

requirement

Title
Author
Date
Volume

Select payment-
Invoice-Create

New Landing Page - Level 1.2.2.10.5.3 Draft Copy

Process Link Supplier Invoice to Purchase Order

-Supplier
-Invoice number

-Date

: Process Link Supplier Invoice to Purchase Order
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Cost Per Second

Authorization: Update Pending

. $,3.5,E-0317

Correction

required

Version:

Owner: Jaco Brits
Diagram Version: Draft Copy

Review Date: None

F.T.E.: 0.00

Login done Q Selection D Information PO selected select relevant Selection
done updated done
Login to the Make necessary Enterthe Select purchase purchase order Perform save
system N . order number from the
selections on the required list
system information !
Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
Save
complete
PO selected Select relevant Selection Information Attach copy of Attachments Request Invoice
Selectthe purchase order done Check & confirm updated the invoice & add done Submit for submitted Validate invoice matches
purchase order number from the the information notes (if approval value against PO
list required)
Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk Creditors Clerk
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
Invoice does
not match
Link to
@ requestPO
process

Review the
financial
information &
approve

Invoice ready

to be posted

to Evolution
system

o

FIN Mngr

O Actions
@ Change Log
O Change Requests O Read Only
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Process Invoice Submissions (\

Select-
Payments-
Invoice

Invoice number
- Invoice date
- Supplier
- Description
- Approval flow
- Amount
-VAT
- GLcode
- Project code

der)

e B

-Attach Invoice-
Delivery note
Notes (if required) :i.e
reason for
expenditure

Version: 1

Business Login done Q Selection Q Information Q Attachments Request Valid
requirement i done updated added i submitted alidate
Logintothe Make necessary Enterthe P Attach notes & Submit for information &
system selections on required supporting approval approve
the system information documents
R
Branch/ Dept Branch/ Dept Branch/ Dept Branch/ Dept Branch/ Dept FIN Mngr
(s) Fraxion (s) Fraxion () Fraxion (s) Fraxion (s) Fraxion
Not approved Approved
Approved Approved Approved
Approve the Approve the Approve the Approve the
expense expense expense expense
CFO Head of Dept Manager - Fleet CGM
MD T
Invoice ready Non motor
to be posted vehicle
to Evolution expense
system

*

Owner: Jaco Brits

Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Title: Process Invoice Submissions (With No Purchase Order)
Author: Mohammed Altamush Khan Authorization: Update Pending
Date: 9/17/2023
Volume: 0.00 Per Second
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requirement

N

New Landing Page - Level 1.2.2.10.5.5 Draft Copy

Process Salary File Import

Version: 1

Login done Se‘ljectlon Se(\iect\on Se‘;ectlon select Desltlr:tlgn
o one one lone selecte
Login to the Selectinterfaces Sele;texport SEIeIthg?reral destination to Exportthe file
system ata 8 save file
Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc
File exported
- . Selection Selection Selection
File saved Login done d 4 q
. Login to the Select general one Select one Select journal one Select salary
Save the PDFfile : .
system ledger transactions batches journal
Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc
Selection
done
Verification Print Batch
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