New Landing Page - Level 1.2.2.10 Version: 2

&

Debtors Insurance Payments Refunds &
Consolidation

Fraxion Month End Budget & PAYE Finance
Management Processing Returns Administration

Title: ZAF - Finance Owner: Jaco Brits O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 9/12/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

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



Title
Author
Date
Volume

. Process Debtors

: Mohammed Altamush Khan
- 9/17/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.10.1

Process Debtors

7

Billing Credit &
Collections

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Debtors
Reports

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1

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



Title
Author
Date
Volume

: Process Billing
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.10.1.2

Process Billing

Bill only for POD
images completely

uploaded

-Confirmif svs type is correct
-Confirmif route is correct
-Address of sending and
receiving customer
-Check dimensions on waybill
matches that captured on LMS
- Confirm if correct documents
are uploaded

-Confirm the weight and quality

Waybills
" Q Q Errors Investigate and
ready for Report ready i o
billing Pull waybill Conduct data identified update the
activity report accuracy checks correct
(LMS vs captured information
from system POD)
—_————>
Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS
No errors
identified
* Pre-invoice Pre-invoice
ready for Forward pre- sent for
Create Pre- submission invoice to invoicing
invoice debtors clerk
X
Bill Clerk Bill Clerk
(s) LMS (s) LMS

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

O Actions

@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only
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m Create Pre-invoice

No errors Function Customer Selection Customers
identified Access system selected selected Select new pre- done Search customer identified
and select Select customer . B by accessing bill
i~ . invoice .
billing function customer option
e
Bill Clerk Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS (s) LMS
i Pre-invoice
Name the pre- Name Waybills Export reportto ready for
I updated . selected Y
invoice Tick waybills to excel and submission
according to the be pre-invoiced perform save
billing month report on PC file
—_——————»
Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS

Title: Create Pre-invoice Owner: Jaco Brits O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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New Landing Page - Level 1.2.2.10.1.3

Process Credit & Collections

Payment Request for ‘
received quotation
received Process

collection from
cash customers

v

No errors ‘
identified Process
collection from
account
customers
—_———————»
Debtors Clerk
AR Mngr

. Process Credit & Collections
: Mohammed Altamush Khan
- 9/17/2023

: 0.00 Per Second

CSC Admin

Coll Supvr

Shipment out Credit account
for delivery request from
customer

=N

Version:

+

Process credit
application for
new customers

Credit
application
approved

Y

Bus Dev Mngr

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Debtors Clerk

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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m Process Collection From Account Customers

Followup with
customer via
email &
telephone

AR Mngr

Customerto make

. payment after 30 days
ayment not from date of

receivedin 30 statement Based on remittance
days advice from customer

Pre-invoice ‘ Documents Q Payment
received from sent to received
billing clerk Create customer AE/customer Check customer Confirm &
P allocate
invoice payment status
payment
Lt ———————» R E—
Payment done
Debtors Clerk Acct Exec Debtors Clerk
(s) Evolution AR Mngr AR Mngr
Payment not
receivedin 60
days
No payment Legal debt
Forward letter received Initiate legal collection
of demand to process for debt process
customer collection initiated
L »
Acct Exec Acct Exec
AR Mngr AR Mngr
Title: Process Collection From Account Customers Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Create Customer Invoice

-Referencing invoice
numbers to waybills

Send (Invoice, bill
to prevent re- summary and
processing of billing .
statement)

i i A h i i Documents
Pre \nyowce aessF e Customer Generate invoice o Email sent Q Report ready Q rontto
received accounting selected invoice based on generated Email invoice Run billin
system and o and statement summary re gor‘t Forward AE/customer
select the pre-nvoice to billing clerk vrep documents to
information and update
customer - AE/customer
invoice numbers I —— e
N
Debtors Clerk Debtors Clerk Debtors Clerk Bill Clerk Bill Clerk
(s) Evolution (s) Evolution (s) E-mail (s) LMS
Title: Create Customer Invoice Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Collection From Cash Customers

Version: 1

Reques’Ffor Quotation Acceptance Payment Confirm No payment
quotation Submit submitted Confirm quote confirmed Request request done received
ived from . payment status
receive quotation to acceptance by customer to N
customer and advise CSC
customer customer make payment X
admin
_ —X
CSC Admin CSC Admin CSC Admin FIN Mngr
Payment
i confirmed
Collection Book Shipment read Shipment out
Arrange freight arranged collection/recei p v Arrange final for delivery
collection with ve shipment at deliveryto end
QPS dept hub from destination
customer ——————»X
CSC Admin Coll Supvr Coll Supvr

Title: Process Collection Fromm Cash Customers
Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None

Owner: Jaco Brits O Actions O Feedback

@ Change Log O Keywords

O Change Requests ® Read Only
F.T.E.. 0.00



Credit account

request from Send credit
customer application to
potential
customer
F——

Application
sent

New Landing Page - Level 1.2.2.10.1.3.6

Process Credit Application For New Customers

Version:

CFO responsible

for-
Review of credit
application
-Final application
Application approval
rejected

Bus Dev Mngr

Title
Author
Date
Volume

Receive Receiving Forward
completed complete application &
application with supporting
supporting documents to
documents Debtors Clerk

Bus Dev Mngr

Bus Dev Mngr

Documents Vetting process Q Cr-ed \’F
forwarded passed application
Conduct vetting Submit to CFO approved
forreview &
approval S

Debtors Clerk

Debtors Clerk

. Process Credit Application For New Customers
: Mohammed Altamush Khan

1 9/17/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Vetting Failed

Customer on

Place customer COD account

on COD account

VY

Debtors Clerk

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

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00



New Landing Page -

Business *
requirement
Process unbilled
wavybill report
—_——————P
AR Mngr
Bill Clerk
Acct Exec
Business *

requirement

N

Title: Debtors Reports
Author: Mohammed Altamush Khan
Date: 11/28/2023
Volume: 0.00 Per Second

Process fuel
levies

AR Mngr

Rates Admin

Debtors Reports

Waybills ready
for billing

- »

Business units
notified

.

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Level 1.2.2.10.1.4

Business
requirement

-

New customer
acquired

N

Version: 1

* Accounts
reconciled
Process VAT
advances X
e EEE—
FIN Mngr
Bill Clerk
AR Mngr

¥

Process rates
administration &
new customer
requests

Information
updated on
system

v

Acct Exec

Debtors Clerk

Rates Admin

Owner: Jaco Brits
Diagram Version: 1

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

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Process Unbilled Waybill Reports

Done on the 8th working day of
every month.
AE's (account executives) and
billing derks of the relevant

SINSU

branches, to provide comments
and reasons for unbilled waybills

Tobedone from the
1st to the 7th working
day of every month:
indicate waybills to be
billed onthe report

Business Q Download Distribute to Report Q Report Fill comments No payment
requirement complete relevant AE & distributed Forward unbilled forwarded and provide received
Download Billing Clerk to waybill report to reasons for
monthly waybill process unbilled relevant waybills not
» activity report waybills branches AE & billed IX
Billing Clerk

Bill Clerk Bill Clerk Navm\og Grou‘p AR Mngr Acct Exec

unbilled waybills

(s) LMS (number of waybills Bill Clerk
and total unbilled Done once a month
value) by reason All unbilled waybills
category should be billed the Report
following month returned with
comments
Initiate revenue Books updated Q Report ready Q W?vb\t\’\‘s‘;“ready
accrual in Consolidate orbilling
business unit information for Discuss report
books overview of all with CFO
B ; _ ¥
unbilled waybills X

FIN Mngr AR Mngr AR Mngr
AR Mngr

Title: Process Unbilled Waybill Reports
Author: Mohammed Altamush Khan
Date: 11/17/2023
Volume: 0.00 Per Second

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317
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m VAT advance tobe rocess VAT Advances Ensure the
paid on behalf of the dishursement fee's
customer. The AE's are added to the
export VAT advance

(account executive's)
are copied on email amount paid on
behalf of customers

for payment
authorization and are billed back to
customers

e A

rez‘\lj‘r?:‘ns:nt Q Email sent Load ;ﬁyment POP forwarded Perform export cf)‘;an(\‘entge Q e;i‘;‘:en:i
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

Title: Process VAT Advances Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/27/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

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

Title: Process Rates Administration & New Customer Requests
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 10/27/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



Business
requirement

.

Download new
fuel price from

» websites

AR Mngr

New Landing Page - Level 1.2.2.10.1.4.4

Download from
- South Africa - SAPIA
- Namibia- NAMCOR
- Botswana - BERA

websites as and publised on a
monthly basis indicating fuel

price fluctuations

Process Fuel Levies

Download
complete

—

¢

Complete fuel
levy calculation
on fuel levy files

Files (saved on
TEAMS)

U=

Files updated

AR Mngr

Title: Process Fuel Levies

Author: Mohammed Altamush Khan
Date: 10/27/2023

Volume: 0.00 Per Second

Version: 1

Relevant Business

Units (Namlog, SLI

Namibia, Gentex,
Mellets, SLI SA)

System . Checks Business units
Adjust fuel levies dated confirm lets i tified

j \ update information complete Send email to notifie
new calculation accuracy on the relevant Bus Unit
on the systems system Mers of levies

update onLMS X
I ——
Rates Admin AR Mngr Rates Admin
(s) LMS (s) LMS (s) E-mail

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Process Insurance

Equipment/
Vehicle to be
added/ deleted
from insurance

-

¥

Process
underwriting

Insurance Insurer rengwa\ ‘
updated terms provided
by broker
Process
—bx renewals
R

Insurance Mngr

Version:

Accident/

Insurance
updated Incident report
rec'd within 24
hrs via email
— o ]

Insurance Mngr

Title: Process Insurance

Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

¥

Process
accident/
incident claims

Payment
confirmed

—’x

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Insurance Mngr

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



New office
equipment to
be added to

insurance

Gather
information of

——————® equipments

New vehicle
tobe added to
insurance

S

New Landing Page - Level 1.2.2.10.2.8

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

Process Underwriting

O

Information required:

- Financial Company, interest to be noted

number
- Financial Company, interest to be noted

Insurance Mngr

Gather
information of

_ > vehicles

Equipment/
Vehicle tobe

Insurance Mngr

deleted from Gather
insurance information of
equipment/
4’ vehicle

- Invoice to be attached. Invoice confirm all vehicle information needed

- 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

Info gathered Issue instruction
to short term
broker to

add/delete item

Information needed:
- Details of item to be
deleted

Instructions
sent

- Reason why item is
deleted Insurance Mngr

|

Receive
amendments
from broker

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

Authorization: Authorized
Date: 2/18/2025

Information
inaccurate

Cost Per Second: $ ,3.5,E-0317

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

Owner: Jaco Brits
Diagram Version: 1

Insurance
updated

4’X

Insurance Mngr

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Author
Date
Volume

New Landing Page - Level 1.2.2.10.2.9

Process Renewals

Revise sums
insured,contents and
electronic
equipments

Insurer renewal
terms provided
by broker

R —

Revise items
insured

o

Items revised Value revised
Revise new
replacement

value

Issue instruction
to broker with
renewal

Insurance Mngr

Insurance Mngr

. Process Renewals
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

amendments

Vehicles —new retail value plus

additional items not factory

fitted; additional items must be
revised with replacement value

Instructions
sent

Version: 1

Insurance Mngr

Information
inaccurate

Receive
amendments
from broker

Insurance Mngr

Check
information
accuracy

Information
aceurate

Amendments
received

Insurance Mngr

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

Perform save on
shared drive

Insurance
updated

—»<

Insurance Mngr

Owner: Jaco Brits

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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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 nt claims @ T (_:]
- Invoice for claimed loads U
- Copy of Driver license and PDP
- Provide SAP (case) number
If approved- then 3
options given:
Repair, Replace or
Cash payout
A |
Acadent/mc!den Q Documentation . . Documents Submission Q Claim TEJEC.TIDH
treport received forwarded Check claim Checks complete Forward claim forwarded Submit the claim complete _— letter received
within 24 hours Forward claim documentation documentation documentation Receive claim from insurer
via email documentation and attachments to insurance to broker status
to fleet accuracy manager conformation
————®  coordinator » from broker X
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 Claim approved
Q Claims Sign and forward Document POP received Payfnent
. ) processed cash in lieu forwarded Receive POP Confirm the confirmed
rocess claims
(Replacement,R document to from the boker payment
epairs, payout) broker > "X
Insurance Mngr Insurance Mngr Insurance Mngr Insurance Mngr

Title: Process Accident/ Incident Claims
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 9/17/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits O Actions O Feedback

Diagram Version: 1 @ Change Log O Keywords

Review Date: None O Change Requests ® Read Only
F.T.E.. 0.00
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Author

Date:

Volume
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Process Payments

Invoices &

statements rec'd ‘ pa\:;o::tfe nt
from req\ﬁzﬁter/ ProFess
B p(:\/m‘ent —}X
: Process Payments
: Mohammed Altamush Khan Authorization: Authorized
10/2/2023 Date: 2/18/2025
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Invoices/ Proof of
pomenecy | ¥
supplier Process COD
payments X
Creditors Clerk
FIN Mngr
Owner: Jaco Brits O Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only

F.T.E.. 0.00



Dive: Shared Drive:
Finance Folder
(Supplier Folder)

Invoices & (D

statements rec'd
from requester/
supplier

N

Save complete

Save invoices on
the shared
folder

Creditors Clerk

Based on credit

Process the
invoices

New Landing Page - Level 1.2.2.10.3.1

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)

Creditors Clerk

Version:

terms due date

D Clerk notified

Notify creditors
clerkto load
payment

instruction

FIN Mngr

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

Load payment
instruction on
financial
institution

Creditors Clerk

i Import CSV files .
- Invoices onthe system & Invoices posted Recon done 6 Save complete Review & Approved
processed post invaice to Prepare Prepare provide decision
suppliers sub creditors recon documents & on recon for
ledger foreach supplier save on shared payment
8 folder >
FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr
(s) Evolution
-Financial Manager ‘
-Group Financial Accountant
Chief Financial Officer ‘
. O o Vadate 15 el done peyment prootof
Upload complete o Wngt notifie payments on financial released Forward proof of ayment sent
Notify finance " instituth perform 2nd pay
loaded against institution payment to
Mngt to proceed approval -
with payment approved supplier
verification reconciliations
> X
Creditors Clerk FIN Mngr CFO Creditors Clerk
(s) E-mail Group Fin Acc (s) E-mail

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

O Actions

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Process COD Payments

Documents for submission

on Document

- 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

Shared Folder:
pplier Folder)

Version: 1

Invoices/ i Import CSV fil
quotations recd G Save complete %) p'fo“c:'s‘f:d meer Sysm:; Invoices posted Recondone . - Save complete Review & Approved
from requester/ Saveinvoiceson ostinvoice to Prepare repare provide decision
Process the P documents & £
supplier the shared o suppliers sub creditors recon onreconfor
invoices i save on shared payment
folder ledger for each supplier
| » folder
Creditors Clerk Creditors Clerk FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr
(s) Evolution - Financial Manager
(immediate payment - Group Financial Accountant
COD payment terms) - Chief Financial Officer
Validate 1st release done Payment
i i Proof of
Clerk notified Load payment Upload complete D Mngt notified on financial Y
Notify creditors instruction on Notify finance payments on rnanci Perform 2nd released Forward proof of paymentsent
" y loaded against institution payment to
dlerk to load financial Mngt to proceed approved approval supplier
payment institution with payment ] pprove op
instruction ® verification x
T —
FIN Mngr Creditors Clerk Creditors Clerk FIN Mngr CFO Creditors Clerk
{s) E-mail Group Fin Acc (5) E-mail

Title: Process COD Payments Owner: Jaco Brits C Actions

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log

O Feedback
O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

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



Title
Author

Date:

Volume

New Landing Page - Level 1.2.2.10.4 Version: 1

Process Refunds & Consolidation

Refunds
processed

A

Business
requirement *
Process customs
VAT refunds
R
Corp Rpt Mngr
CFO

. Process Refunds & Consolidation
: Mohammed Altamush Khan Auth
10/2/2023

orization: Authorized
Date: 2/18/2025

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

Notification of

financial ‘repomng ‘ R;{p:er:‘i:opza\s/zd
completion
gur': “L\JI:.‘(: ;l;: Proces‘,sdg roup
consolidation x
Corp Rpt Mngr
CFO
Owner: Jaco Brits O Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only

F.T.E.. 0.00
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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:
Date:

Authorized
2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

O Actions

@ Change Log
O Change Requests ® Read Only

Statement sent

O Feedback
O Keywords



New Landing Page - Level 1.2.2.10.4.2 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: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Volume

Business ; PO approved &
requirement Acc.Clerk
Process notified
purchase order
R E— requests N — »X
Branch/ Dept
(s) Fraxion

Business ;

requirement o
Process invoice
submissions

—  » (withnoPQ)

Branch/ Dept

(s) Fraxion

Invoice ready to
be posted to
Evolution
system
"X

. Fraxion Management

: Mohammed Altamush Khan
Date:

10/3/2023
: 0.00 Per Second

New Landing Page - Level 1.2.2.10.5

Fraxion Management

PO requested

Business
requirement

N

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
order

——— —_—

—’X

Acc Clerk

Creditors Clerk

(s) Fraxion

(s) Fraxion

¥

Process salary
file import

Group Fin Acc

Batch
processed

Business ‘

. Batch posted
requirement

Process file
import to

evolution
system

X -

Y

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

FIN Mngr

(s) Fraxion

(s) Evolution

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



Author

Volume

Business
requirement

o

Logintothe
system

Login done

Branch/ Dept

(s) Fraxion

Process Purchase Org P

- Supplier

- Description

- Approval flow
- Amount

- VAT

- GLcode

- Project code

New Landing Page - Level 1.2.2.10.5.1

-Attach Quote
Notes (if required)

i.e. reason for

Version:

Select-Request- expenditure
Purchase-Create
Q Selection Q Information Q Attachments Request
done updated added n submitted Validate
Make necessary Enter the Attach notes & Submitfor information &
. N N approval
selections on required supporting approve
the system information documents
Branch/ Dept Branch/ Dept Branch/ Dept Branch/ Dept FIN Mngr
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
Disapproved Approved
PO approved A
pproved Approved
& Acc. Clerk Approved PP
notified Approve the Approve the Approve the Approve the
expense expense expense expense
re—————
CFO Head of Dept Manager - Fleet Gen Mngr
MD

Title: Process Purchase Order Requests

Date

: Mohammed Altamush Khan
1 9/17/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1

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

Non-motor
vehicle
expense

Owner: Jaco Brits

O Actions
@ Change Log

O Feedback
O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.5.2

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: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



Select payment-
Invoice-Create

New Landing Page - Level 1.2.2.10.5.3

Process Link Supplier Invoice to Purchase Order

-Supplier

-Invoice number

-Date

Version:

o D s e s
Login to the Miske necessary caterthe 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

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

Date: 9/17/2023

Volume: 0.00 Per Second

Cost Per Second

Authorization: Authorized
Date: 2/18/2025
- $,3.5E-0317

Owner: Jaco Brits
Diagram Version: 1

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

Invoice ready

to be posted

to Evolution
system

o

Correction
required
Review the
financial
information &
approve
FIN Mngr

O Actions
@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords

1



New Landing Page - Level 1.2.2.10.5.4

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 (s) Fraxion (8) 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 Gen Mngr
MD T
Invoice ready Non motor
to be posted vehicle
to Evolution expense

Title
Author
Date
Volume

system

*

: Process Invoice Submissions (With No Purchase Order)

: Mohammed Altamush Khan
1 9/17/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

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

Owner: Jaco Brits
Diagram Version: 1

O Actions

@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords



Business
requirement

N

New Landing Page - Level 1.2.2.10.5.5

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
Batch selected Import done File selected d | d
. Selectthe saved . one . complete Process the processef
Select the batch Import the file N Verify the batch Print the batch
file batch
—X
Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc

Title: Process Salary File Import
Author: Mohammed Altamush Khan

Date: 9/17/2023

Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1

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

O Actions

@ Change Log

O Change Requests ® Read Only

O Feedback
O Keywords



Business
requirement

New Landing Page - Level 1.2.2.10.5.6

Process File Import to Evolution System

Version:

Login done Selection File exported Selection Selection Uod
Login to the Select done Selectthe done done o gte noFes
L Select export - Select create section with
system administer invoice .
date & time
FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion
Section
updated
Po's selected File saved File open File open File ‘savedd& * Batch posted
Select the Select export & Open the file OpenFra{(ion Save and close close: Process the files
purchase orders save the file macro file the file on Evolution
system
———X
FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr
(s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Fraxion (s) Evolution

Title: Process File Import to Evolution System

Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



New Landing Page - Level 1.2.2.10.5.6.12

Process the Files on Evolution System

Version: 1

File saved & . Selection Transaction Batches Selection
losed Login done d lected lected d
close Login to the Select accounts one Select selecte Select accounts. selecte Select Fraxion one Select batch
system payable transactions payable batches import batch
R E— »

FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr

(s) Evolution (s) Evolution (s) Evolution (s) Evolution (s) Evolution (s) Evolution
Batch selected
Import done File selected X File selected Batch verified Batch printed Batch posted
Select import Select saved file Conﬁrrr? the Verify the batch Print the batch Post the batch
selection
> —X

FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr

(s) Evolution (s) Evolution (s) Evolution (s) Evolution (s) Evolution (s) Evolution

Title: Process the Files on Evolution System
Author: Mohammed Altamush Khan
Date: 10/4/2023
Volume: 0.00 Per Second

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

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.10.6

Month End Processing To Flash

Version:

rezﬁ:;g;s:m ‘ s’\élﬁgttiz‘\\; (QEE:QZ::M ‘ Journals posted V;p:‘w;lz;:;ir;g P‘ " Journal posted
Process monthly distributed Process standard by BU Mngrs ’33‘5_‘;’:2’(’)‘; v
deadline monthly recharge
- » schedule >x journals —Px P administration IX
FIN Mngr Accountant Mngr- LH
FIN Mngr FIN Mngr
e ¥ s M e
. Process packs
Process |rlne.r and cost center
company billing >>< summary X
FIN Mngr FIN Mngr
Bus Unit Mngr CFO
Title: Month End Processing To Flash Owner: Jaco Brits C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/15/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

F.T.E.. 0.00



New Landing Page - Level 1.2.2.10.6.1

m Process Monthly Deadline Schedule

rezl:j?::::nt Create monthly Schedule ready Dr:;:tbm;e r::;mz
sch;:l;\:e\;ith sche(?ﬂeto distributed
deadlines dept X
Title: Process Monthly Deadline Schedule Owner: Jaco Brits
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
Date: 9/17/2023 Date: 2/18/2025 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1

O Feedback

@ Change Log O Keywords
O Change Requests ® Read Only



Title: Process Standard Monthly Journals
Author: Mohammed Altamush Khan
Date: 9/17/2023

New Landing Page - Level 1.2.2.10.6.2 Version: 1

Process Standard Monthly Journals

Process monthly
journals

complete Notify finance
manager of
completion

Accountant

Accountant

Authorization: Authorized

Date: 2/18/2025

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

—
Owner: Jaco Brits O Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only

F.T.E.. 0.00



New Landing Page - Level 1.2.2.10.6.3 Version: 1

m Process Monthly Vehicle Cost Recharge Administration

Changes
required
Update recharge
rates and raise
queries
Vehicle Q
Tracking Rpts List updated Forward the List forwarded List updated Forward the list List forwarded Update vehidle List forwarded )
submitted by Upgfxt‘e t‘he vehide listto Review and o line haul list and forward ConduFt final
BU Mngrs vehicle list Fin Manager update vehicle manager to Fin Manager review
list
- »
Mngr - LH Mngr - LH FIN Mngr FIN Mngr Mngr- LH FIN Mngr
Changes
required
. No changes List No changes
List forwarded . required distributed Forward the list required
Post the Forward list to Conduct review 03l BU
recharge journal accountant managers
Accountant Bus Unit Mngr Bus Unit Mngr FIN Mngr
Journal
posted
X
Title: Process Monthly Vehicle Cost Recharge Administration Owner: Jaco Brits C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.10.6.4 Version: 1

Process Intercompany Billing

SINSU

Queries
resolved
Business BU Managers Report ready Report Queries
requirement Notify §U Mngrs, notified Complete ‘_"IFE‘V Forward the forwarded Conduct review raised Resolve the
of inter company billing report to BU N
. of the report queries
company billing report managers
R
FIN Mngr FIN Mngr FIN Mngr Bus Unit Mngr Bus Unit Mngr
No queries
raised
Invoices o Billing
Process and submitted to P“":esvs Invoices complete
raise recharge accountants received and
invoices raise invoices
— X
Bus Unit Mngr Accountant

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

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



Business
requirement

-

Complete cost
center summary
and management
packs

Packs ready

New Landing Page - Level 1.2.2.10.6.5

Process Packs and Cost Center Summary

FIN Mngr

Title: Process Packs and Cost Center Summary
Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Queries
resolved Resolve the
queries
FIN Mngr
Queries
raised
Review B No queries
i List updated
F;eg\iew Tmhg complete Submit packs to Review the raised Present results
results an CFO results to MD & Exco
balance sheet
FIN Mngr FIN Mngr CFO CFO

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

@ Change Log

Version:

(Y

O Feedback
O Keywords

O Change Requests ® Read Only



Business
requirement

N

Title: Budget & PAYE Returns
Author: Mohammed Altamush Khan
Date: 10/17/2023
Volume: 0.00 Per Second

New Landing Page - Level 1.2.2.10.7

Budget & PAYE Returns

¥

Process budget

Under final
approval by
SMSA

Gen Mngr

CFO

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Version: 1

Monthly
requirement

N

PAYE returns
(Emp 201)

File printed

—’X

FIN Mngr

Bus Unit Mngr

Owner: Jaco Brits O Actions O Feedback
Diagram Version: 1

@ Change Log O Keywords

Review Date: None O Change Requests ® Read Only

F.T.E.. 0.00
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Process Budget

Version: 1

Budget
updated Update budget Not approved
Worksheet tabs: asperinput
- Prioryear actuals received
- Revenue
- Staff costs
- Vehicle costs
- Other costs
- Budget input sheet - Revenue
- Prior year forecast Gen Mngr
Comparison sheet - Staff costs
- Vehicle costs
- Other costs Not approved
.
Business Q Template Q Template Cond
requirement e ready & updated on uct‘ Approved Submit final
reate budget forwarded Update p meeting with budget to MD
excel template template with CFO for budget 8
& forward to budget approval forapproval
———»  costcenters information
Group Fin Acc Gen Mngr Gen Mngr CFO
Approved
Consolidation Under final
Consolidate to done Submit budget approval by
SMSA ZAF to SMSA-KSA for SMsA
budget final approval x
S
CFO CFO

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

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.10.7.2

Process Monthly PAYE Returns (Emp 201)

Version:

Confirm if the amount
in ABSA balancesto
VIP PAYE / EMP201

report

Menthly Report Figures Submission D
requirement Retrieve PAYE- retrieved Login tothe e- submitted Submit for Absa done
EMP201 report filing system & bank paymentin Conduct balance
from system submit figures e-filing system verification
—b
Group Fin Acc Group Fin Acc Group Fin Acc Group Fin Acc
(s)VIP At least two (s) SARS (s) SARS
authorized signatories Checks
needed to release complete
payment in ABSA bank
) Q :5;232; Save Emp 201 File saved File printed
Login to Absa returns and Print the file
bank and proof of
approve payment
payment X
Group Fin Acc Group Fin Acc Group Fin Acc
CFO
FIN Mngr
Title: Process Monthly PAYE Returns (Emp 201) Owner: Jaco Brits
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1

Date: 9/29/2023
Volume: 0.00 Per Second

Date: 2/18/2025 Review Date: None
F.T.E.: 0.00

Cost Per Second: $ ,3.5,E-0317

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

Date:

Volume

Monthly
requirement

[N,

New Landing Page - Level 1.2.2.10.8

Finance Administration

Version: 1

Business
requirement

N

¥+

Process prepaid
card
administration

Recondiliation
done

—’X

Process staff

‘ Payment Business ‘ Information
released requirement updated on
Process bank system
Process monthly N
VATreturns transactions
>X (cash books) —.)<
FIN Mngr FIN Mngr
CFO Accountant
Corp Rpt Mngr AR Mngr
Business * Stock Employee *
requirement processed on submits
Process system signed AOD to
inventory dept mngr debtor
_— control —})( - » administration

: Finance Administration
: Mohammed Altamush Khan
10/31/2023

: 0.00 Per Second

WS Foreman

Fleet Coor

Accountant

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Date: 2/18/2025

Dept Mngr

HR Admin

FIN Mngr

Owner: Jaco Brits
Diagram Version: 1

Review Date

- None

F.T.E.. 0.00

FIN Mngr
Accountant
Ops Mngr
Reconciliation
done
[— 4

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.8.1 Version:

- VAT report
- Monthly sales report
- Income statement
- Trial balance report
Done on a monthly basis,
before every month end

Compare VAT payable
as perthe Monthly
VAT report summary
to Monthly Trial
Balance report

Process Monthly VAT Returns

i i Complete
Nk?nthly Q Reports Data analysis Compare Comparison Complete Report ready Q Issues P
requirement ready Analyse monthly complete monthly sales & complete monthly Compare & resolved turnover
Retrieve reports VAT report data monthly VAT summary on VAT resolve reconciliation
. R from monthly SLS
on system reports report differencein t
R reports repo
[
FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr
(s) Evolution
VAT
calculation
ready for
review
Approvers . Payment Payment
o . Approved N Retumns filed
Inform CFQ& notified ; Revwew‘the Complete & file Initiate the released Release the released
Corp reporting information & returns on E-
- payment payment
Mngr approve filing portal
X
FIN Mngr CFO FIN Mngr FIN Mngr CFO
Corp Rpt Mngr (s) SARS Corp Rpt Mngr
Not
approved
Queries
resolved
Resolve the
queries
FIN Mngr

Title: Process Monthly VAT Returns
Author: Mohammed Altamush Khan
Date: 9/17/2023
Volume: 0.00 Per Second

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



Updates are
completed on
Mondays
Wednesdays,
and Fridays

New Landing Page - Level 1.2.2.10.8.2

Process Bank Transactions (Cash Books)

Exports:

- Deposits received file
- Payments received file
Both file in csv format
from Evolution

Download bank
statement from
the bank portal

Version:

Select process
function,

processing batch to
update the bank

Business Q Q ) Statement Q X Q Information
requirement Update done Download bank Email sent Import bank added Payable files Code the files & Import done updated on
buDd:ti cas‘h statement & statement in the Perform exports import to Update the bank system
o0k O main email to system on system system in system
» bank account accountant
>
FIN Mngr FIN Mngr Accountant Accountant Accountant Accountant
(s) Evolution (s) Evolution (s) Evolution (s) Evolution
make necessary
Receipt files Impo! adjustment if
required
N Files Code the receipt Email sent Q
Forward receipts forwarded files & il
file toAR ties & emat o
themto Review & import

Manager accountant 1o system

Accountant AR Mngr Accountant

(s) Evolution

Title: Process Bank Transactions (Cash Books) Owner: Jaco Brits C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date
Volume

: 9/29/2023

: 0.00 Per Second

Date: 2/18/2025 Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

O Change Requests ® Read Only
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Process Prepaid Card Administration

Version: 1

Business Cards Receipt Capture card
requirement received from Acknowledge acknowledged details on Data captured Request Request made
Bulk order cards Absa rocoint of the master prepaid new/replaceme Assign & issue At least two approval
from ahsa ptot prep nt prepaid card the prepaid card signatures required
cards online card i i
for employee from 4 Financial
spreadsheet Authorizers:
- Finance Manager
- Finance Manager
- Group Financial
FIN Mngr FIN Mngr Accountant Ops Mngr Accountant Accountant
- Chief Financial
Officer
Car
_ . Card ‘S_SUEd © Complete Funds Review Review done Approved Q
Receive &issue driver subsistence requested subsistence Initiste request
prepaid card to llowance allowance doc fora r(?va\ Release funds to
driver document foraccuracy & PP prepaid card
» signatures account
Not approved
Ops Mngr Ops Mngr Accountant Accountant FIN Mngr
Funds
released
Expense Receipts Process & recon Reconciliation
Hand in expense receipts . . submitted Coexpenses done
A received Submit receipts against prepaid
receipts to OPS to0 accountant 8 prep:
Manager card bank
statement 4%
Driver Ops Mngr Accountant

Title: Process Prepaid Card Administration
Author: Mohammed Altamush Khan
Date: 9/17/2023
Volume: 0.00 Per Second

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.10.8.4 Version: 1

m Process Inventory Control

Send supplierinvoices

Fraxion approval and copy of Purchase
process Orders

Business Q Order made Stock Q Documents Generate [ob Job card ready Send copies of Documents Schedule
requirement Receive the received sent : ) job card & stock sent monthly stock
Send purchase card to issue the 5
Order stock on stock recon to take with
docsto stock
system accountant accountant
accountant
————P
WS Foreman WS Foreman WS Foreman WS Foreman WS Foreman WS Foreman
Fleet Coor Fleet Coor Fleet Coor Fleet Coor Fleet Coor Fleet Coor
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