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	Brief
	SMSA Express Sales Department requires a signed Agreement with company stamp to open an account and to have a local account number.

	Purpose
	To serve as guidelines in opening E-commerce account for corporate customer
To ensure that proper procedure are being followed as per SMSA standard

	Persons Affected
	All Sales Staff

	Responsibilities
	· Salesman prepares Rates Request Form. If needed rates is above his Authority matrix, he should obtain the same from his line manager.
· Salesperson to submit the rates to the customer and get his approval on it along with customer ID (Identification Document) or CR - VAT.
· Sales Administrator review/checks the information entered on the form and SOW (Scope of Work), 
· Sales manager approve once the Service agreement signed from both Account manager and the customer to proceed creating the account from the sales administrator’ side.
· Sales Administrator should validate and check Siebel system using customer’s legal documents such as: (Commercial Registration, VAT license, ID Document) to make sure that the customer isn’t blacklisted or does have an outstanding amount. 
· Sales Administrator shall share the collected information that’s registered on Siebel system and SDM system with KSA team to create a new account and issue the credentials. 
· Sales Administrator send an email that contains the credentials received from KSA team to the customer, considering the concerned-user person according to the contact mentioned on the Service agreement.
· Once the service agreement is signed, Sales Administrator will forward the customer Service agreement copy back to the customer based on his request. 
· Sales Administrator uploads the new Service agreement in a soft copy format including agreed rates, legal documents, RFR (Request for Rate) and customer data update on the Finance shared folder. 
· Sales Administrator updates the customer main data on both Finance & CS team shared areas to include customer’s contact details that’s collected from the Service agreement. 


	Guidelines
	SMSA Standard Agreement 
· the only editable part of the service agreement is:  
a. Front Page, the company name 
b. Both Parties company name, address & C.R. number 
c. Effective Date 
d. Both parties company details 
e. Both parties’ signatory details 
f. The Customer, pick-up points 
g. Domestic Express Rates 
h. Customer bank details 

· Salesman, Sales Administrator must ensure that ID or C.R. & VAT certificate dates are still valid, all details in approved SOW, ID or C.R. & VAT certificate & Agreement should be the same.

· Sales Administrator must maintain document recording for tracking purposes. Any document movement must be recorded.
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