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X

Admin- Clear

PRN- Payment
reference number

No SARS - South African
arrangements Refer to Dock 6323 revenue service
made

Id Proof of payment [‘] Q Q
All documents Document Document
recsived Confirm VAT upd?tes Receive export received & ready PRN sent Payment made
payment automatically on SAD 500 Complete import Receive PRN Arrange payment
arrangement SARS system document from SAD 500 from SARS and for VAT

have been made Customs entry third party agent document forward to

_> status > exporter
automatically
changes to
'proceed to
T border' 5 Copy of documents T 5
Admin- Clear Admin- Clear . Admin- Clear Admin- Clear FIN Mngr
archived
Consolidation
manifest for goods in
transit
Q Email sent Q Email sent Monitor process N(mﬂf.at\on o Documems
E d received Obtain original archived

Forward loading erward forrelease documents at

instruction via C;Zt:f“:;t\:,?an notlf\cbathn at driver debrief

email to branch - exit border

email to branch X
Admin- Clear Admin- Clear Clearance Supvr Admin- Clear

Title: Process Clearance
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 7/24/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
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

New Landing Page - Level 1.2.2.3.3.3

Process Aquittals (Temp Imports, Repair and Return Consignments Refunds)

Version:

Client
Notify client of notified
late aquital
penalty to be paid
X
All re-inspections to Goods must be Admin- Clear
move under customs exported l?efore 6
supervision months period (from
the date of import) Not
successful
Clearance Q Inspection Q Documents Upload Documents Receive Confirmation Receive Success Confirm refund Refund
complete . complete Linkimport linked supporting uploaded consigmentgoods received confirmation on confirmed from SARS into received
Specials documents to documents for export success of
- - PR : Namlog bank
L Attendance- SARS documents used SARS confirmation from liquidation/aquitt account
ini rom i P
Imports Inspection For exportation reconciliation SARS al from SARS
clearance @——>
process
Admin- Clear Admin- Clear Admin- Clear Admin- Clear Admin- Clear Admin- Clear
(s) Easy Clear (s) Easy Clear (s) Easy Clear
No return of
consignment
goods, VAT
to be bought
into account
X
Title: Process Aquittals (Temp Imports, Repair and Return Consignments Refu... Owner: Victor Hendriks C Actions O Feedback
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date
Volume

: 7/17/2023
: 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



Title
Author
Date
Volume

. Specials & Abnormals
: Edwin Ramos

: 7/24/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.3.4

Specials & Abnormals

Request ‘ System
received for updated/
Specials Request
transport Specials Process closed
N —»X
GM: Abn & Spl
Transport
request * Records filed
received on
Wednesday Zambia Process
B v
GM: Abn & Spl

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

Request for ; Transport
quotation request
rec'd from completed
customer Abnormals
Process
— ™" ——X
GM: Abn &Spl
Normal
transport * Records filed
request rec'd
on Wed Mozambique
Process
—_ » X
GM: Abn & Spl

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

Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.1

Version:

Paperwork includes:
o Vehicle Manifest

* Invoices

Komatsu request Zambia Process
via email, contains

quantity & weight

o Delivery Waybills

® Driver details

Transpert D Transport Request ; Transport Plan Q Sentto
request request received request Nam Lo,
4 Analyze request au Send info to ! Plan vehicle completed ImLos Arrange ForEx for
received on 2 determine feasible N before Process transport confirmed N N Process Clearing team N
Wednesday rl| Specials Team 1400hrs r ransp loading for Friday T the driver
appropriate request paperworks
—_——— > >
In-House Team In-House Team Specials Team Specials Team Specials Team Controller
Vehicle departs on
Saturday morning to
_ Fd 2llow driver enough
Sentvia Whatsapp avai resting period
group
Request ‘ Petty cash Q Clearance * Q
received after ready completed
1400hrs Process petty Process vehicle
(Wednesday) Process transport cash request Submit required loading & pre-
request diesel orders
departure
Specials Team Controller Controller Ops Supvr
Sent through Vehicle
Finance departs to
Zambia

Return
request
received from
Komatsu

+

Process return

Driverreturns L

to ZAF

Debrief driver

Records filed

-, —X

Specials Team Controller

Title: Zambia Process
Author: Edwin Ramos

Date: 7/24/2023
Volume: 0.00 Per Second

Owner: Victor Hendriks
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 1.2.2.3.4.1.9

m Process Transport Request (after 1400hrs)

Request In-house
received after Review current process
1400hrs vehicle
(Wednesday) allocations
—_—>
Specials Team
Third Party
vehicle to be
used
Rates &

Request rates &
availability

availability
provided by TP

Assign vehicle &
driver

Version: 1

Specials Team

Specials Team

Title: Process Transport Request (after 1400hrs)

Author: Edwin Ramos Authorization: Authorized
Date: 7/24/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Make decision to
use TP

Gen Mngr

Vehicle & Transport
driver Send vehicle & request
identified driver details to confirmed

Komatsu SA

_———>

Controller

TP confirms
vehide &
driver details
TP use
approved Send
confirmation to
Third Party
Controller

Owner: Victor Hendriks O Actions O Feedback
Diagram Version: 1

Review Date

: None

F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.1.30 Version: 1

Drivers are liable for Wayhbill (signed or stamped)
shortages Border documents
Referto IR process Invoices

Driver returns Che‘ck Q Hand—‘over Q Records filed
) & change to FIN documents X
Title: Debrief Driver Owner: Victor Hendriks O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/30/2023 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

Return
request
received from
Komatsu
— >

New Landing Page - Level 1.2.2.3.4.1.31

Process Return

Komatsu request
via email, contains
quantity & weight

Q Information

sent Review current

vehide

Send infoto N
allocations

Specials Team

Qps Supvr Specials Team

. Process Return

: Edwin Ramos

: 7/30/2023

: 0.00 Per Second

Third-party
process

Request rates &
availability

Version:

Specials Team

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

In-house V:h‘ic\e & Driver returns
. . river Send vehicle & to ZAF
rocess
P Assign \./Ehm‘E& identified driver details to
driver Komatsu SA
——*®
Specials Team Controller
TP confirms
vehicle &
driverdetails
Rates & TP use
availability a Send
. pproved
provided by Make dec_lrsFlonto confirmation to
TP use Third Party
Gen Mngr Controller

Diagram Version:

Review Date
FTE

1
: None

.2 0.00

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Process Vehicle Loading & Pre-departure

Briefing sheetto be
completed

Version:

earance Driver returns Clearin| riefin Vehicle

gmpleted t° Na‘m\og Collect clearing documer?ts Q mBmmfeer Issue funds to departr? 10

Oversee loading office documents collected Carry-out driver driver zambla

briefing
> >
Qps Supvr Driver Controller Controller

Title: Process Vehicle Loading & Pre-departure Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/30/2023 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 Transport Request (before 1400hrs)

Y

Request In-house Vehicle & Transport
received Review current process . hicle & driver Send vehicle & request
before 1400hrs vehide Ass‘gzr‘;\‘j‘e:‘ e identified driver details to confirmed
allocations Komatsu SA
R
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehicle &
used driver details
Rates & TP use
availability
Request rates & provided by TP Make decision to approved _Se“d_
availability use TP co;w;\‘rr;apn:)t:to
ire al
Specials Team Gen Mngr Controller

Title: Process Transport Request (before 1400hrs)
Author: Edwin Ramos

Date: 7/24/2023
Volume: 0.00 Per Second

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

Owner: Victor Hendriks
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



New Landing Page - Level 1.2.2.3.4.2 Version:

Paperwork includes:

. * Vehicle Manifest
Mozambique Process « Invoices @ [] <« |
s Delivery Waybills

Komatsu request
via email, contains
quantity & weight

* Driver details

Normal Q Transport Request * Transport Q Sent to NamLog
transport Anal " request . received request R Plan completed Clearing team Complete SA
requestrecd nalyze reques feasible Send infoto before 1400hrs confirmed Plan vehicle clearance
& determine Specials Team Process transport loading for Friday Process A
on Wed . documentation
appropriate request paperworks
e »
In-House Team In-House Team Specials Team Specials Team In-House Team Clearing Team

DHL to calculate T&Cs

and confirm amount Documentation
forcontra marca

E completed

Request JL Q Documents ForEx available Request sent to
received after sent Finance
1400hrs Arrange ForEx for Process petty
(Wednesday) Process transport Send documents the driver cashrequest
request to DHL
» —X
Specials Team Clearing Team Controller Controller
Sent via Whatsapp Petty cash
group ready
Q Diesel order Medications Feedback & 4 Vehicle departs ¥ Driver returns 4 Records filed
submitted Arrange Malaria provided send contra acceptance of to Mozambique to ZAF ecords il
Submitrequired tablets for the i documentation Process vehicle
N q driver marca to DHL loading & pre- Process return Debrief driver
diesel orders departure
partur » X
Controller Controller Clearing Team Ops Supvr Specials Team Controller

Return request
received from
Komatsu

Title: Mozambique Process Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 7/25/2023 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 1.2.2.3.4.2.3 Version: 1

m Process Transport Request (after 1400hrs)

R?quest In-house Vehjc\e& Transport
o Review curent process pssignvenicle & entited Send vehice & confrmed
(Wednesday) allocations driver Komatsu SA
Lt —_————> e — —
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehide &
used driver details
Rates & TP use
availability - approved Send
equest rates rovide Make decision to ) .
: :va'wl;b'\lstv . provided by TP use TP ‘ CO?L\]V;;;I;:EIO
Specials Team Gen Mngr Controller
Title: Process Transport Request (after 1400hrs) Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/24/2023 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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Driver returns
to ZAF

o —

Check driverslip
vs. brief sheet

Debrief Driver

Check

complete

Drive
Referto IR process

Hand-over slips
&change to FIN

Controller

Title: Debrief Driver
Author: Edwin Ramos

Date: 7/30/2023
Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

rsare liable for
shortages

Hand-over
complete

)

Checkall
documents

Controller

Owner
Diagram Version:
Review Date

Specials Admin

* Border documents
.|

* Wayhbill (signed or stamped)
nvoices

Records filed

4%

. Victor Hendriks

1
: None

F.T.E.: 0.00

@ Change Log
O Change Requests ® Read Only

Version: 1

O Feedback
O Keywords



Title
Author
Date
Volume

Return
request
received from
Komatsu
— >

New Landing Page - Level 1.2.2.3.4.2.10

Process Return

Komatsu request
via email, contains
quantity & weight

Q Information

sent Review current

vehide

Send infoto N
allocations

Specials Team

Qps Supvr Specials Team

. Process Return

: Edwin Ramos

: 7/30/2023

: 0.00 Per Second

Third-party
process

Request rates &
availability

Version:

Specials Team

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

In-house V:h‘ic\e & Driver returns
. . river Send vehicle & to ZAF
rocess
P Assign \./Ehm‘E& identified driver details to
driver Komatsu SA
——*®
Specials Team Controller
TP confirms
vehicle &
driverdetails
Rates & TP use
availability a Send
. pproved
provided by Make dec_lrsFlonto confirmation to
TP use Third Party
Gen Mngr Controller

Diagram Version:

Review Date
FTE

1
: None

.2 0.00

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Clearance
completed

-

oading

New Landing Page - Level 1.2.2.3.4.2.11

Process Vehicle Loading & Pre-departure

Driver returns
to Namlog
office Collect clearing

Ops Supvr

Clearing
documents
collected

Briefing sheet to be
completed

Driver

Title: Process Vehicle Loading & Pre-departure
Authorization: Authorized

Author: Edwin Ramos
Date: 7/30/2023
Volume: 0.00 Per Second

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Version:

Q c(;Br(n.‘SE:‘r;id Issue funds to dg;::ﬁ;ic
riefing e
Owner: Victor Hendriks 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 1.2.2.3.4.2.12 Version: 1

m Process Transport Request (before 1400hrs)

Reqt}est In-house Vehjc\e & Transport
before 2400hs b process Assign vehicle & identiied v et conirmed
allocations driver Komatsu SA
—_— —¥ —> —_—
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehicle &
used driver details
Ravtes‘gf TP use
Request rates & mz:,ﬂ:s‘:,'syTp Make decision to approved .Se"d_
availability use TP conﬂ_rmatlomo
Third Party
Specials Team Gen Mngr Controller
Title: Process Transport Request (before 1400hrs) Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/24/2023 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

Request
rece'\ve_d for Book request &
Specials confirm
transport collection
e
Branch/ Dept
(s) LMS

New Landing Page - Level 1.2.2.3.4.3

Specials Process

e

Notify Spl Trans
Control

Version: 1

All details in the
allocated fields
must be completed.

6

Driver

. Specials Process
. Edwin Ramos

. 8/1/2023

: 0.00 Per Second

indicate cargo
collection

Spl Trans Control

(s) LMS

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

Control upon
delivery

Report updated

Driver ready for Driver proceeds
Request booked * dispatch ‘ to collection
point Update Spedial
Allocate driver & . . P pec
h Dispatch driver Transport Trip
vehicle
Report
Spl Trans Control Spl Trans Control Spl Trans Control
rovide waybill ‘
number
Collection Driver proceed Delivery
completed Update system to fordelivery Notify Spl Trans completed Update system to

indicate cargo
delivery

Driver

Owner: Victor Hendriks

Diagram Version: 1

Review Date

F.T.E

: None

.2 0.00

System updated/
Request closed

—.X

Spl Trans Control

(s) LMS

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



Driver ready
for dispatch

Title
Author
Date
Volume

Brief nominated
driver

Briefing
completed

Spl Trans Control

. Dispatch Driver
: Edwin Ramos

: 8/6/2023

: 0.00 Per Second

Complete &sign
briefing sheet

New Landing Page - Level 1.2.2.3.4.3.7

Briefing sheet
signed

Dispatch Driver

Spl Trans Control

Driver

Vehicle
Complete inspection
vehicle completed

inspection sheet

Driver

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

Sign-off vehicle
inspection sheet

Inspection
sheet signed

Spl Trans Control

Issue required
equipment to
driver

Spl Trans Control

Owner: Victor Hendriks

Review Date
FTE

Diagram Version: 1

: None

.2 0.00

First 60 minutes from
receipt of request

Version:

(Golden hour)

Equipment Driver
issued proceeds to
Dispatch driver collection
to collection point
point »
»
Spl Trans Control
—
o Vehicle Inspection
Documents Report
ready for ® Briefing Sheet
submission

Hand-over docs
to GM -
Abnormals & Spl
Transport

Documents
submitted

X

Spl Trans Control

O Actions

@ Change Log

O Feedback
O Keywords

1

O Change Requests ® Read Only



Request
booked

e —

Title: Allocate Driver & Vehicle

Author: Edwin Ramos
Date: 8/6/2023
Volume: 0.00 Per Second

New Landing Page - Level 1.2.2.3.4.3.8

Accept request
for collection

Collection
confirmed

Allocate Driver & Vehicle

Give verbal
instruction to
driver

Spl Trans Control

(s) LMS

Instructions Driver ready for
given Print & complete dispatch
the collectionjob
card for driver
.

Spl Trans Control

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

Spl Trans Control

Owner: Victor Hendriks
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



M

Email from customer to contain
the following information:
1.1 Make and model of item

1.2Value of the item
1.3 Collection point
1.4 Delivery point
1.5Weight
1.6 Dimensions

quotation to
customer

Request for Submit
Quotation * Q
received from
customer Prepare
quotation
N

Specials Team

Specials Transport
Controller to
accompany vehicle to
loading point & to
ensure correct lashing
of item

Finalize Vehicle
Plan

New Landing Page - Level 1.2.2.3.4.4

Abnormals Process

Customer will
verbally confirmthe
quotation is approved

Q Planning

completed

Specials Team

Send load date
confirmation to
customer

Customer will confirm
the collection date is
accepted via email

Q Customer

confirmed
collection date

Specials Team

Prepare
abnormal trip
calendar

Abnormal trip
calendaris sent to
each customer after
each trip has been
completed

Abnormal trip
calendar sent
t0 customer

Version: 1

¥

Process permit
application

Spl Trans Control

Spl Trans Control

]

Oversee
complete loading
process

Q Loading

complete

Spl Trans Control

Title: Abnormals Process
Author: Edwin Ramos
Date: 8/1/2023
Volume: 0.00 Per Second

Gen Mngr (s) E-mail
Permits
approved
Vehicle depart POD returned Driver arrived Transport
Brief Driver on to off-loading to Spl Transport Send completed at Namlog ) request
what route to point Oversee off- Controller final Abnormal premises Conduct debrief completed
loading Trip Calendar to with Driver
travel
customer
——X
Spl Trans Control NamLogRep NamLog Rep Specials Team

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks

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 1.2.2.3.4.4.1 Version: 1

Prepare Quotation

Consultthe TRH11 doc
of the South African
Dept of Transport

By combiningthe
vehicle weight of item
with the vehicle GVM

Request for

Horse and trailer
combination

3 Quotation @ Lvega\ GVM
Quotation compiled requirements determined
received from Compilea Determine legal identified Determine the Determine the
customer quotation reqts. based on total loaded GVvM type of vehicle
the inforecd (Gross Vehicle required to
from customer Mass)
Specials Team Specials Team Specials Team Specials Team
Use the South African
Department of
Transport website &
the cpalculatorlink Vehide type
identified
Q Permit cost Complete Quotation ‘ qu;u;rg::m
Calculate the caleulated quotation on the completed Verify Insurance customer
Abnormal quotation requirements
Transport permit template with customer
costs _p

Specials Team

Specials Team

Specials Team

Title: Prepare Quotation
Author: Edwin Ramos

Date: 9/6/2023
Volume: 0.00 Per Second

Owner: Victor Hendriks
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 1.2.2.3.4.4.11

m Process Permit Application

Direct Submit permit
submission of application
application directly to the
applicable Govt
Permit Office
Abnormal trip
calendar sent Complete all Spl Trans Control Permits
to customer fields onthe approved
permit
_ application
Spl Trans Control Application Zzgﬁi;‘:_‘gi;n:;t
submission relevant agent
through agent assisting with
application
Spl Trans Control
(s) E-mail
Title: Process Permit Application Owner: Victor Hendriks
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1
Date: 9/6/2023 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 Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Tyre faults
reported by *
OPS mngr/ Tyres stock
supv updated
Process New
Tyre Orders x
EEEE—
R
Tyre fault
identified Workshp Tech
during tyre
surveys Workshp Mngr
New tender * Vehide
contract or documents
vehicle B filed
Process vehicle
replacement purchase
—_—» X
Manager - Fleet
Senior Mngt
Monthly diesel ‘ Handover
quotation recd complete
from supplier Process Diesel
Orders
—_— ——X
Workshp Mngr
Fleet Coor

Title: Johannesburg Fleet Department

Author: Mohammed Altamush
Date: 8/31/2023
Volume: 0.00 Per Second

Khan

Johannesburg Fleet Department

¥

Tyres required

N

Process issuing

of tyres

Docs copy filed

4’X

Workshp Tech

Workshp Mngr

Business *

Copy sent via

requirement email for
ermit
Process vehicle P
P purposes
licensing X
L e —
Fleet Coor
Buyer
Driver reports. * Debrief
at Collection completed
office
Manage vehicle
e —
keys X
—_————>

4’)(

New key

Manager - Fleet

available

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

Version:

Business * Tyres sent to
requirement store
Process ordering
of rethread tyres X
e — EE—
Workshp Tech
Buyer
Business * Vehicle
requirement returnedto
Process vehicle operations
services &
» maintenance .x
WS Foreman
Fleet Coor
Start of shift * Information
requirement captured
Manage fuel
e — 4’)(
Workshp Mngr

Owner: Victor Hendriks

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.5.1 Version:

m Process New Tyre Orders

Slip cancelled
Cancel the tyre
requisition slip
—X
Forward to the
correct Cost Center
‘Workshp Mngr Manager (Ops Mngr)
with the last tyre Fraxion will
replacement date & automatically
No fault vehicle mileage generate a Namlog
identified As pervehicle order number
and tyre size
Tyre faults
reported by Q Q Q
OPS Mngr/ Complete tyre Slip handed . Fault ) Approval Quotation Approved by
Supv requisition slip & over A“E“/_';"“ef identified Approve & sign complete Request Request made Receive forwarded Load tyre Vgt
» handoverto ryrssfto 'Itsml v tyre re?,u'smon quotation for quotation & quotation on
Wrkshop Mngr aults =P tyres from forward to OPS system for Mgt
supplier Mngr Lg approval
_—
Tyre fault
identified
during tyre Workshp Tech ‘Workshp Mngr Workshp Mngr Buyer Buyer Ops Mngr
surveys (s) Fraxion
Brand, size &
guantity

Y

Send order d I.vaesd b Technician Q Checks Signoff Number
elivered by : o .
number to supplier Rec.enve tyres & notified complete Sign delivery complete Issue tyre issued Tyres branded
N notify workshop Perform A Brand the tyres
supplier for o e note branding number
- technician verification
delivery checks
Buyer Buyer Workshp Tech Workshp Tech Buyer Workshp Tech
Tyres Tyres stock
Forward tyres to forwarded Riczlgteet:tr::k& updated
Namlog store P sheet
X
Buyer Store Clerk

Title: Process New Tyre Orders Owner: Victor Hendriks C Actions O Feedback

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

Date: 9/30/2023 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 1.2.2.3.5.2 Version:

m Process Issuing of Tyres

Old tyres must

be kept safein

case they can be
reused for

rethreading

Tyrgs Submission Assess, approve Handover qu card Fitting done Q Handover Docs filed for
required si(k}}rrnn:]tlizi ;é:ydd done job card & done Issue tyres to signed Fittyres on Handover job done Update job card stock take
fortyres hanbdoverto tyre technician vehicle card to store details on system
PN uyer clerk N 'x
Workshp Tech Workshp Mngr Buyer Workshp Tech Workshp Tech Store Clerk
(s) LMS
Title: Process Issuing of Tyres Owner: Victor Hendriks C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/30/2023 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



Business
requirement

—_——»

Rethread not
possible

New Landing Page - Level 1.2.2.3.5.3

Process Ordering of Rethread Tyres

Tyres sold/
Sell to supplier disposed
or dispose tyres
—X

Workshp Tech

tyres to be collected

Before collection, confirm the
information in the collection
book (branding number, serial
number, quantity, tyre size)
corresponds with the physical

Tyre buffing process
todetermine which
tyres are suitable for

rethreading

Version: 1

: Collection i .
Assesstyres Rethfead Update branding Information D checks o Collection Q . Tw,e,s Receive "'“’9‘09
. possible R recorded Receive signed complete identified P received
rethreading & serial number Arrange complete collection sii Identify tyres to performa invoice
condition with on collection collection by from su "er: be rethreaded from rethreading
supplier book rethreading PP withsupplier supplier
supplier
Check tyres are The rethreaded tyres
rethreaded correctly will be keptin stock as
i i spare tyres when
Waorkshp Tech rkshp Tech Buyer Buyer andif the serial tkshp Mngr Buyer pare tyres v
Fraxion will number corresponds trailers require an
automatically with the tyres on the emergency tyre
generate a Namlog collection book change
order number
Q Approval Tyres Teady Tyres Q Checks Stock sheet Q Tyres sent to
complete Send order fo‘de“‘/_e’\’/ Receive received complete Update tyres updated store
Load & process number to collection rethreaded tyres Check tyre information in send the tyres to
invoice on supplier from supplier condition & stock sheet Co. store
system information 4»)(
Buyer Buyer Buyer Workshp Tech Buyer Buyer
(s) Fraxion

Title: Process Ordering of Rethread Tyres

Author: Mohammed Altamush Khan

Date: 9/30/2023

Volume: 0.00 Per Second

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

Owner: Victor Hendriks

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords
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Process Vehicle Purchase @ [ﬁ %:]

To be done
once at the

Prior delivery, the
following are

arranged for the delearship
vehicle
« Mix Telematis

Issue
resolved

New tender (Tracking Unit and . "
‘ " Drive Cam) - Trackiny Approval oTP . Vehicle Q Fitting not
contract or File ready s ard OTP to forwarded Receive ready 2 per
vehicle Processvehicle Approve the OTP _ Department rove the Systems ler FIN & notification from specification Inform supplier
replacement wotation & * License Registration icle file . LMS ing dept supplier for Verify features for resolution
E ) forvehicle (License « Fraxion ing dep collection fitted as per OTP
approva > Discs) - Workshop « Vehicle List—
¢ Number Plates - 3
created by finance
Workshop + AVIS Fuel
+Fuel cards System
Manager - Fleet MD ger - Fleet * MIX Telematics ger- Fleet Manager - Fleet Manager- Fleet Manager - Fleet
Tracking System
Fittl The vehicle file to be
"™ filed in FIN document
store room

| - ;

Signoff Q Vehicle Q Details Branding Handover Handover
Sign vehicle complete received . loaded Conduct complete Handover vehicle done Handover all done
release note Receive vehicle Ug:;tielsvjnh:;:e bra"d'"g f_"d_tsﬂ to relevant original vehicle
at Co. branch speedfimi manager docs to FIN
relevant systems X
L "
Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager- Fleet Asecond vehicle file

to be filed in the Fleet
Managers filing store
room

Q Vehicle

documents
Store vehicle file "
filed
in Fleet Mgt
filing room
—X

Manager- Fleet

Title: Process Vehicle Purchase Owner: Victor Hendriks O Actions O Feedback

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

Date: 9/30/2023 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 Process Vehicle Quotation & Approvals

To design load
body &request
quotation

New tender . . . . i i
Di hicl i
contract or Forward details I?SUUCI‘;O r:‘s Receive vehicle \nstruFt\o;s Forward vehicle f Deta\(\‘s d Receive vehicle QUOI?UOdn s‘ szl:is:cv:ﬂol‘:': f-Sp‘Efcs d D Meeting
vehicle & specification of orwarde purchase receive details & orwarde N receive .p inalize held
N R . ps quotation from with Group Fleet .
replacement new vehicle to instruction specifications to supplier Mngr Conduct meeting
Group Fleet Mgr vehicle supplier with supplier
Senior Mngt Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet For filing hard
copies of documents
Cost Center Mngr relating to vehidle,

record keeping of
vehicle history

OTP- (Offer To
Purchase)

) L

(horse, load
body, etc.)

D Approval Q oTP Tyres Handover Sign off vehicle Approval D - .
done requested Receive OTP & received Handover OTP to done specification on done e ready
Verify & approve Request OTP quotation from directors for the OTP Create file for
".”.”C'? from Supplier supplier approval the new vehicle
specifications »
Senior Mngt Manager - Fleet Manager - Fleet Manager - Fleet Senior Mngt Fleet Coor

Title: Process Vehicle Quotation & Approvals Owner: Victor Hendriks O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 11/7/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
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Business Collect monhtly Statement
requirement R114 statement collected
from licensing
dept

e
Buyer

Title
Author
Date
Volume

Receive vehicle
COF & inform
relevant dept

Process Vehicle Licensing

»

)

COF (Certificate of
Fitness)

Depts
informed

Cash Payments to be
made to service
department

Version: 1

Fleet Coor

: Process Vehicle Licensing
: Mohammed Altamush Khan

: 9/30/2023

: 0.00 Per Second

i Approval X
) . Licenses Notify OPS Mngr  Mngr Q rocess Payment done * Testing
Identify vehicle identified ) informed P passed
i of licenses Load R114 et Make EFT/ Cash
licenses due for o complete h
: requiring statement on payment Process vehicle
renewa renewal system for roadworthy test
Fleet Coor Fleet Coor Fleet Coor FIN Mngr Fleet Coor
(s) Fraxion
Collection after 3days
of submission
. Cut out original Copy sentvia
Fill license form Szeftd ¢ Hand(‘wfr Make copies of Hagdover license disc & email for
renewal form & supmitte Complete bulk upcate Collect license compiete license discs & one send to relevant permit
i i discs & handover
submit to traffic sheet handoverto Cost Centre Mngr purposes
dept to Fleet Fleet Learner 'X
Buyer Buyer Buyer Fleet Coor Fleet Learner

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
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 Vehicle Roadworthy Test

Fraxion will
automatically

generate a Namlog
order number Only if any

Payment Quotation Q Approval Booking Check Q Faults Testing
Request ; Send order .
done received . complete complete . complete resolved Send vehicle for passed
roadworthy Load guetation numberand Perform vehicle
. N . . N h roadworthy
testing quotation on systemfor book vehicle for pre-inspection Resolve vehicle testin,
to centre approval testing faults 8
—————P >
Fleet Coor Fleet Coor Fleet Coor Workshp Mngr Workshp Mngr Fleet Coor
(s) Fraxion
Test failed
Notification . .
received Re@\vg failure
notification from
testing center
Workshp Mngr

Title: Process Vehicle Roadworthy Test Owner: Victor Hendriks C Actions O Feedback

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

Date: 11/7/2023 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



0Odo management
reportauto generated

in LMS

Refer to Debriefing

Process in JHB Ops
Workflow

New Landing Page - Level 1.2.2.3.5.6

Process Vehicle Services & Maintainance

Asper ODO
management report

Version:

Business » System ] Vehictes Verification ) Vehicle Checks v
requirement Update daily updated identified Verify vehicles complete EDDkVEhv'dE for booked Conduct vehicle complete SE”dVTh'C;E(D
vehicle mileage Identify vehicle due for service service pre-inspection suppliertor
on system due for service service
—_—»
OPS Debriefer Dept Mngr WS Foreman WS Foreman WS Foreman Additi:{nal WS Foreman
wo
required
(s) LMs Fraxion will i
auloma{:al Iv| N
EE"E;“E 2 Zm g additional
order number work
required
Receive quote Quote Discuss Decision Forward Document ()| Approval REP?‘:S . Receive Notification Receive vehicle :’Eh‘ “’:(
. iti N rocess complete ificati i returned to
from supplier for received :/d:;‘t:g:i '\WA:'kr final estimated repair forwarded Load estimate on Cgmplets Submit purchase by suppplier notification of received & perform post Sperations
additional costs & Cont Csm'g cost to OPS the system for orderto supplier smvlltyrepfal s inspection
Mngr/Supv approval completion from checks
Mngr
‘Workshp Mngr ‘Workshp Mngr Fleet Coor Cost Center Mngr Fleet Coor WS Foreman ‘WS Foreman
(s) Fraxion

Title: Process Vehicle Services & Maintainance

Author: Mohammed Altamush Khan
Date: 9/30/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner

Diagram Version:

Review Date

F.T.E.

. Victor Hendriks
1

. None

- 0.00

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

Taking into account the
published diesel price by the
SAPIA (South African Petrol
Industry Associaition) and
the discounted price Grid
price offered by the

Fraxion will
automatically

supplier. generate a Namlog Payment made
48hoursin
order number
advance
M(?nthly ! Q POP
dlese:I Check System Diesel level Approval Payment forwarded
qut?;afit\on Verify quoted complete Load quotation updated Monitor diesel low complete Arrange payment arranged Make the
recdfrom ) X on the system level Process Fraxion with FIN dept payment &
supplier price against approval forward proof of
- SAPIA price
payment
Ensure diesel di
Fleet Coor Fleet Coor Fleet Coor Fleet Coor level correspond with eet Coor FIN Mngr
6) i the number of litres
as perthe supplier
Diesel takes three delivery slip
days to arrive
Delivery D Diesel * Diesel Q Checks System Handover
Send order arranged received offloaded complete Load invoice on updated Handover docs to done
numberS}POP to feceive diesel Conduct diesel perform fuel remote FIN
supplier tests receiving checks system
—X
Fleet Coor Workshp Mngr Workshp Mngr Fleet Coor Fleet Coor Fleet Coor

Title: Process Diesel Orders
Author: Mohammed Altamush Khan
Date: 9/30/2023
Volume: 0.00 Per Second

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

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

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



Title
Author

Date:

Volume

Diesel received Cor\dum mar)ua\ Test Passed Z?ei:\”gizrte; c()cnizﬁ-:ie perfrom diesel Ogcgzzled
d\eset\er::ahty check level of offload
diesel
—————» —_—
Workshp Mngr Workshp Mngr Workshp Mngr
Test failed Test passed
Send diesel Sample sent Recei Test failed Notify supplier T’”E::::(::e‘i
sample to lab for resir;‘:i::s\;b of diesel
further testing rejection
—
Workshp Mngr Workshp Mngr Workshp Mngr
: Conduct Diesel Tests Owner: Victor Hendriks O Actions O Feedback
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
10/31/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Conduct Diesel Tests

Version:
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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
to Collection Clerk/ Manager

Dr'\verrep-orIS Driver C.inﬂrm t?i\e‘ ‘ ot Proceed with Driver arrives Q Truck/ vehicle Debrief
at Collection . proceeds to vehicle keyisin ey available it depot parked/ Report to the completed
A Assign truck/ - cle X delivery/ p tto p
office N X assigned the ignition of X . 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
=0 truck / vehicle
ol Mngr - Did the drivergo
Key Keyfound home with the key? Spare key
unavailable issued
Escalate the
¢ Issue Q Key not found Request a spare Spare key Spare key
issue to escalated requested Issue the spare available
N N key from N Issue the spare
Collection Clerk/ Investigate what N key to Collection .
National Fleet key to driver
Manager to happened to the Manager Clerk / Manager
investigate key B »
Driver Coll Clerk Coll Clerk Manager - Fleet Coll Clerk
Coll Mngr Coll Mngr *If the key is not Coll Mngr
found aftera full
investigation
Q Key confirmed New key
lost Initiate key available
Reportkey as replacement
lost to National process
Fleet Manager » ’X
Coll Mngr Manager - Fleet

Title: Manage Vehicle Keys Owner: Victor Hendriks C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 8/4/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
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Before refuelling, record:
Fuel Management (Dreamworx) | -Vehice reistration nurber @ [ﬁ F: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
Pump Attendant Pump Attendant Pump Attendant Pump Attendant Pump Attendant
| *As per current |
distribution list
i i Report " i Information

‘Venfv tbe Report verifed ‘ Ver\fv-the p! Q Email sent Login to p

information information on approved Scan & email the Dreamworx to capture:

recorded & thg ”Depot— "Depot - Daily ‘ captute the

complete the Daily Diesel Diesel Capture information from

—» —»X
Workshp Buyer Workshp Mngr Workshp Buyer Workshp Buyer
(s) Dreamworx

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 8/4/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
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m Hub & Linehaul Department

Cargo ready * Customer to Vre:;;Leé/‘tJ;:ldle ‘ Copy of load Cargo ready ; Load dosed . S.pill ‘ Report
for loading re-pack . job printed for receiving |m:|.dent/ forwarded
securely as forlinehaul Process create Process receivin, accident Process
Process Loading advised load ) 3 occurred incident/acciden
load linehaul load .
- » Ve N v tspillage cleanup 4»)(
S e S >
Driver Ops Mngr Rec Clerk Driver
0Ops Mngr (s) LMS (5) LMS Direct Manager
Ops Supvr
Freight ready * Report Incident * . mc't‘_je':_t Business * Report
for loading printed occured mve;iitmn requirement forwarded
Process cross - r .
border on-load Process incident forwarded Process freight
scannin, report on floor report
_— ing — — » >4 —»
Ops Mngr Direct Manager Ops Mngr
(s) LMS (s) LMS

Title: Hub & Linehaul Department Owner: Victor Hendriks C Actions O Feedback

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

Date: 8/31/2023 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 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
for freight Wi

lEJ Q Cargo

Cargo loaded secured

Load the cargo on
the truck Secure the cargo
on the truck

Driver Driver

Title: Process Loading Owner: Victor Hendriks C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 10/29/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
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New Landing Page -

Process Creating Load

Level 1.2.2.3.6.9

Version:

- Driver name
- 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

R |

Vehicle/traile i ) . Q i
rscheduled Login done Selection Selection Details Details
: i d d dated dated
for linehaul Login to the Select manifest one Select create one Se\e.ctthed update Complete driver update
load system new load service an and vehicle
update the load details
details
4,
QOps Mngr Ops Mngr Ops Mngr QOps Mngr Ops Mngr
(s) LMS (s) LMS (s) LS (s) LMS (s) LMSs
Save Copy of load
Select nextand complete Select print job printed
save
—X
Ops Mngr Ops Mngr
(s) LMS (s) LMS

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

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

Title: Process Creating Load
Author: Mohammed Altamush Khan
Date: 10/29/2023
Volume: 0.00 Per Second

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



Incident Q incident
occured Report full reported Receive incident
details of the report and
incident to investigate
_p manager
Employee Direct Manager

Title: Process Incident Reports
Author: Mohammed Altamush Khan

Date: 10/29/2023
Volume: 0.00 Per Second

e

New Landing Page - Level 1.2.2.3.6.10

- 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

investigation

complete

Update the
incident
investigation

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

form

To be done in
conjunction with

employee and ensure
details are captured as

much as possible

Form updated

Version: 1

Direct Manager

Forward the
report to AEand
relevant
managers

Incident
investigation
report
forwarded

4’){

Direct Manager

Owner: Victor Hendriks

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 1.2.2.3.6.11 Version: 1

m Process Receiving Linehaul Load

Cargo ready . Selection . Checks Selection Selection
for receiving Login done done Debrief |oad by complete done done
Login to the Select linehaul checkingthe gty Select load Select receive Login to PDA
system debrief section of parcels on details load section scan LMS
load
B —
Rec Clerk Rec Clerk Rec Clerk Rec Clerk Rec Clerk Rec Clerk
(s) LMS (s) LMS (5) LMS (s) LMS (s) LMS
. LMS will show
File ef
PDA will show valid load has been
scan closed
Load number Selection : . No miss scans Update driver
Enter the load entered done Q Scans applied Extract variance identified name and Data updated Q Load closed
number on PDA select offload report and vehide
Apply scans on
scan LMS on PDA scan LMS Pply peﬁgrmfcans odometer Select save
parcels validation .
reading x
L
Rec Clerk RecClerk RecClerk Rec Clerk Rec Clerk Rec Clerk
(s) Vs (s) LS (s) LMS
Miss scans
identified
Perform
investigation
and re-scan
missed parcels
Rec Clerk

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/29/2023 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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* 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

4%

Direct Manager Direct Manager

Title: Process Incident/Accident Spillage Cleanup Owner: Victor Hendriks C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
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Process Freight on Floor Report

Version: 1

@

The freight on floor report must

containthe following:
- Waybill number, billing
customer, waybill billing

customer, profit center, waybill

date, floor status and reasons

why freight is on the floor to be

added manually on the comments

on LMS
Business Selection Selection Selection Report Q Report
. i Login done Select Select relevant ;
requirement Login tothe Select reports done operational done Select stock on done date and branch retreived generated
system floor report 3 Select generate
reports toretrieve report report
EEE— O EEE— >
Ops Mngr Ops Mngr Ops Mngr Ops Mngr OpsMngr Ops Mngr
(s) LMS (s) LVS On the report, separate \MS (s) LMS (s) LMS. (s) LMS
waybill and freight
information per
warehouse allocation
Report saved Q Filt?r Format and print Report Validate report Validation Forward the Report
Save the report applied 0'::3 an ft“” printed vs actual freight complete reportto forwarded
Filter the report © repo on floor branches
O EEE— » X
Ops Mngr Ops Mngr Ops Mngr Ops Mngr Ops Mngr
(s) LMS

Title: Process Freight on Floor Report
Author: Mohammed Altamush Khan
Date: 10/29/2023
Volume: 0.00 Per Second

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

Owner: Victor Hendriks

Diagram Version: 1
Review Date: None

F.T.E.: 0.00
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Assoonasthe load is
opened for the
respective
destination, the on-
load process can start

Only freight that has
received aloading
copy from the clearing
department, is
qualified to be loaded

Process Cross Border|

Version: 1

Freight i i idati
readyfor Login done Selection New load Q CO_F’V ) Freight Validate quantity Validation
. done created received Move freight to moved . complete
loading Login to the } ive loadi on loading copy
Select manifest Receive loading cross border >
system Select create . vs physical
copy from dispatch bay B
new load . freight
clearing
R
Ops Mngr Ops Mngr Ops Mngr Ops Mngr 0Ops Mngr Ops Mngr
() LMS (s) LMS (s) LMS
Scans No variance Freight Report
let identified loaded inted
Scan the freight complete Check for \centilie Load freight on oade Printonload printe
using PDA variance line haul vehicle variance report
—X
Ops Mngr Ops Mngr Ops Mngr Ops Mngr
Issues

Title
Author

Date:

Volume

resolved ‘

eg. miss-route

Q Matter
escalated
Escalate todirect
Investigate and manager
resolve issues
Direct Manager Ops Mngr

: Process Cross Border On-Load Scanning
: Mohammed Altamush Khan
10/29/2023

: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

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

Date: 2/18/2025

O Actions
@ Change Log
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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
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Mass not exceeding 60 kilograms scale
Process Parcel Mass & Dimensions ~The black rame sefvesa guide (o the ith ashort beep sound, s @:]
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he parcel mass and dims

The parcel must be placed on the rollers with
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the Namlog label facing the left ith along beep sound, is
g parcel has beenrejected
Process through the rcels must be reprocessed,
specific Induction successful, to be captured
processing method, in per manual scale process
this Parcel Mass &
Dimensioner

n when parcel on weight
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h roller parcel
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or countries
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Version: 1
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Rate the photo by
clicking on the stars
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Process Delivery Debrief quality will be 1 star
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signed on the PDA the
rating will be 3if the
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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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Collection ‘ Q DDC? & Complete Ready to Arrived at Q Ready for Loading Q Waybill
equip. inati i Load the vehicle §
scheduled handed briefing checklist depart Depart for destination Check cargo freight o ermvadiln complete confirm ready
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
Sign the waybill customer on arrival
premises
> Y
Driver Driver

Owner: Victor Hendriks O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/28/2023 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: Process Driver Collection



Title
Author

Date:

Volume

. Perform Vehicle

Collection
scheduled

Inspection

: Mohammed Altamush Khan

11/2/2023
: 0.00 Per Second

New Landing Page - Level 1.2.2.3.7.6.1

Update vehicle
inspection sheet

Inspection
sheet
updated

Vehide
booked for
repairs

Handover
inspection sheet
to OPS manager

Perform Vehicle Inspection

Handover
done

Driver

Authorization: Authorized
Date: 2/18/2025

Submit vehicle
for major repairs

Major repairs
required

Determine ROadw?rthy
vehicle compliant
roadworthy
status
Ops Mngr

Not
roadworthy

Sendvehicle to
workshop for
assessment

Driver

Cost Per Second: $ ,3.5,E-0317

Minor repairs
required

Handover
documents and
equipmentto
driver

- Consignment
documents
- PDA scanner

- Vehicle checklist
- Briefing checklist

Docs &
equip.
handed over

N

Ops Mngr

Ve o
rece| Within 2to 3 hours

Ops Mngr

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

Receive repaired
vehicle from
workshop

»

Driver

Owner: Victor Hendriks
Diagram Version: 1

O Actions

@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.7.7 Version:

To be done before . . T

leaving on a daily / Process Driver Delivery @ U ea
overnight trip
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damages needs to be
clearly marked on the

vehicle inspection
sheet with comments

- Address (From and
To)
- Description of the
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. handed over documentation consignment - Date
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- Special intructions (if
any)
- Invoice number (if
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Driver
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m Process Swaziland Shipments

Loading Team
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vehicle parcels discrepency
Scan using PDA
The report must be Only one vehicle must
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Version: 1
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m Process PDA Offload Scanning- Linehaul

Load number will be
on the manifest To check forany miss
received scans / discrepancies

Parcels ready Login Q Selection Selection Scans Q N No
i discrepancy Load closed
for offloading " complete done done Performscans on complete . pa Close load
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m Process PDA Offload Scans for Delivery

Parcels ready Login Selection Scans Selection Parcels
for offloading Loginto LMS complete Select load done complete Select waybills to done Perform physical offloaded
. Perform scans "
mobile app number be offloaded offloading
—_—————>
Driver Driver Driver Driver Driver
PDA (s)
Customer to sign
waybill & PDA
Scans / Verification Q Sign off Delivery
Verify Qty, . Take photos of
Scan the parcels complete X X done Confirm complete phe complete
quality with - waybill &
barcode customer signature on the ting d
waybill & PDA supporting docs
from customer —#X
Driver Driver Driver Driver
PDA (s)
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m Overnight Express (Namibia) Process

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
R
Acct Exec Acct Exec Coll Clerk Driver Debriefer
(s) LMS Customer
Docs ready for ONX ONX cargo ONX cargo Forward ONX )
i Records filed
Handvoverthe data capture Captur? the documents \nsvtruct‘the ready for Arrangg vehicle deivered manifest to third
consignment waybill & handed- forklift driver to loadin, and driver for
anded-over g . party, Account
documents to handeoverall ONX move the cargo loading & .
. Executives and
data capture documents to the ONX bay delivery of cargo
SLI team X
Debriefer Data Capturer Ops Mngr Ops Mngr Data Capturer
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m Mellets Transport

Waybill hard ‘ Docs handed Receives * PDA charging Delivery * Debriefing
copies over for collection & prepped for schedule session
receivedfmm Process Waybill further ?ps docs & .PDA o Deli reuse issuen?; driver started; end
the De-briefer Data Capture processing from Driver rocess Delivery assigned Process Delivery of route
De-Brief documented
—_ (Lms) —_— _ — > — >
Ops Mngr Ops Mngr Ops Mngr
AWB required * Fully Customer ; Manifest Shipment ; Final Receive a ; Driver is
for completed request for ready for ready for verification collection aware &en
documentatio ) AWSB; ready collection printing & outbound . done; truck request X route/plannin
n & tracking Howtofilla for transport Create load dispatch processing Pre-Loading and cleared for Collection g for pickup
waybill use Staging dispatch request
R — > > > >
Ops Mngr Ops Mngr Ops Mngr Ops Mngr
Customer ; Cargo loaded Diesel level in * Payment Driver arrives * Delivery
packs & & secured for the bowser settled with atcustomer marked as
secures cargo transport reaches min. supplier Iocatfon for completed &
Securing Cargo level Diesel delivery PDA offload synced in
Process Management scanning system
E— EE——— —_— ———X — — X
Ops Mngr Ops Mngr Ops Mngr
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Diesel level in

Supplier
Q quotation sent

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
date
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Quotation follow
Fraxion approval
process & Mellets
order number
automatically

generated in Fraxion

Diesel Management Process

to Mellets

the bowser
reaches min. Reguesta
level quotation from
the diesel
—_—» supplier
Ops Mngr

Q Delivery Note

Sign supplier
delivery note for
diesel received

Ensure the no. of liters of
diesel transferred from the
delivery bowser correspond

with the no. of liters indicated
on the supplier delivery slip

Diesel tanker
arrive on site

One hour wait
time prior to
diesel offloading

Fuel Attendant must
be present during
the diesel offloading

Version: 1

Record on the

supplierdelivery
note & on the diesel

tanker meter

signed

Ops Mngr

N Order no. Bowser Diesel off- Delivery slip
tati - - .
Q Suorz\::; Send order.no. recd by reading loading Q printed from
. . PP to the .suppl.ler as supplier & Record the recorded Record the process . diesel tanker’s
Recewe_suppher a conﬂrmah.on of arranges for Mellets diesel Mellets diesel completed Record the diesel electronic
guotation and the fuel delivery delivery bowser reading bowser reading bowser meter diesel pump
load on Fraxion required reading
Ops Mngr Fuel Pump Attnd Fuel Pump Attnd Fuel Pump Attnd
Docs checked Payment
Hand-over all Documents . \nlfo captured Forward all & verified for Process payment settled with
d ts to handed-over Capture all info insystem documents to based on the ;
ocumen related to diesel pymt. supplier
Operations delive Finance processing actual diesel
Administrator v Department liters received X
T E—
0Ops Mngr Ops Admin Ops Admin Accountant
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Pre-Loading and Staging @ ﬁ] (_:]

Shipment ready Printed stock Verified report Worker receives . Items moved & Stock-item
foroutbound ) report Verify that all with matching Handover the waybills foritem Move items from ready for Verify the stock match Mark items with
processing P""tﬂsot‘;:k on waybills are on waybills Waybills to the matching ths;ariliréila;e;?\e verification on floor against confirmed or amarker to show
the report general worker the waybill discrepancies checked
warehouse noted
L >
Ops Supvr Ops Supvr Ops Supvr Driver Driver Driver

*hefore starting with Marke dfidentifi
ed items for

the nextload .
i loading

Items ready for " N Confirmed -~
Verify the load scanning & Scans the freight Scannedfrelght Variance report Q empty bay; full Verifyif all Mamfes?_
beforve Joadin Joading onto the load recorded in LMS Pull a variance generated Ensure all truckload waybills loaded accuracy verified Place load “In
commencesg while the load is report scanned items verified are on the Transit” on LM$
being verified are loaded; bay is manifest
» empty
Ops Supvr Driver Ops Supvr Driver Ops Supvr Ops Supvr
LMS updated:
Load status “In
i Transit”
Clean floor Ensure all trucks Sealed jiffy bag Complete Driver Ensure the Clean, organized Check manifest & Final verification
Ensure the floor (visually that are loaded pertruck debrief checklist documents warehouse floor warehouse . b'IIsI th done; truck
has been cleared inspected & have their &printvehide ready; checklist has been cleaned :'velbe;vol . cleared for
by 02:15 deared) paperwork ina checklist for signed before linehaul e, dispatch
jiffy bag driver arrives partur ———————*»
Ops Supvr Ops Supvr Ops Supvr Ops Supvr Ops Supvr
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Customer Login Manifest System
request for successful screen/ . displays load Select Step 2
collection Log on to LMS Select "Manifest" module opens Select C'e?te template "Manifest
new Load' :
Particulars"
—_—————>
- Drivername
- Vehicle registration
Ops Mngr Ops Mngr - Open first load Ops Mngr
- Trailer details (if applicable)
Load details: - Opening odometer readings
* Route - Capture odometer reading Manifest
® Courier - Open secondary load (if applicable) particulars
* service activated &
ready forinput
ey
Q Load details D Load record Meanifest
Select the correct ent.ered f?r updated Click "Next" and re{ad.yfor
service & use ”'_' routing Complete driver save pr!ntlng &
complete the & dispatch & vehicle details dispatch
load details >
Ops Mngr Ops Mngr Ops Mngr
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How to fill a wayhill

- Name
- Date
- Sign

AWSB required Q Q Fully completed

AWB; ready for
transport use

AWB partially
completed

Fillin all the Fill in all the
& tracking required required

information information
R —_——
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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
issued; driver & referto noti reviewed Handover consignment scanner on the correspond with briefing check dispatch Inspect the completed inspection sheet Supervisor
; referto notice consignment mobile device . vehicle & to Ops
assigned board f documents consignment sheet "
oard for documents to logsheet documents: complete vehicle Supervisor
— i : : .
the driver * Load manifest inspection sheet
* Waybill
Driver Ops Supvr Driver Driver Driver Driver
Defects Authorized Cargo scanned Vehicleen
" N .m Q Cargo ready "8 ™ Cargo secured !
Discuss all the acknowledged Sign off the vehicle Tor loadin & traceability Load & secure invehide route to
defects (if any) ; decision on vehicle readiness g Perform onload established cargo onto the Depart for customer
with the Ops readiness to Inspection Sheet Ensure cargo is seanning vehicle delivery location
Supervisor dispatch P ready for freight
Driver OpsSupvr Driver Driver Driver Driver
*Upon arrival at *On arrival at the ‘ *Upon arrival at
Melets branch customer Mellets branch
Arrival Q Documents Shipment Proof of Continuation Debriefing
Ensure customer . Proceed to the . ;
acknowledged transferred to traceable to signs on all delivery nextdelive of delivery session
. G : xtdelivery X
Report to debrief N nexf Halnd in customer Perform o.FHoad drop-off point consignment captured Jocation (if process Report to debrief started; end
N instruction consignment scanning (POD) : of route
station for ded documents to documents & on scheduled) & station for q ted
debriefing provide PDA scanner debriefing ocumente
customer
Driver Driver Driver Driver Driver Driver
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Driver must re-take
the photo with PDA if
photo is of poor
quality

Delivery De-Brief Process @

Re cen{es Access Select manifest ,DEbHEF Load record SEI?QEd . PODimage Q Photo quality
collection granted to & sel interface he load retrieved sel he fi delivery Click on POD to displayed verified
docs & PDA Log on to LMS LMS platform . HSE;_“ ’ displayed Enter : oa e :‘fl'f e first record shown view photos Inspect the
from Driver - ol Ed'i"_ " number elivery uploaded quality of the
elivery debrie photo
B — » » » »
Debriefer Debriefer Debriefer Debriefer Debriefer Debriefer
s) Misse:
(s) LMS issed
*1 being bad and *1 being bad and 5 collections will
5 being snod being good be shown in red
Photo quality ePOD view Check if the Verification G Missed G m";:':ztein
rated ; activated name & complete collection - .
Rate the quality Click G"tEPGDm signature of the Rate the cPOD Click on "Missed interface A.dd reasonsf.or
of the photo with rete customer : Collections” & launched missed collection
with stars
stars state the reason
» » > >
Debriefer Debriefer Debriefer Debriefer Debriefer Debriefer
ePOD rating
submitted
Reason
recorded in
LMS
by
i Driver idi Data — Load detail
Ensure the PDAs et Ensure driver has Load officially ! Enter the closing Verification Verify the )
in good signature ianed on th closed in LMS ) submitted for ) completed ; - interface N
operational captured sugn_e on t e Click save to log driver & veh!cle &drw_er opened Click on.load
e | VI close the loa odometer etails, then clicl etails
condition &SIM mobile device lose the load d t details, then click detail
card is in PDA logbook readings "Next"
Debriefer Debriefer Debriefer Debriefer Debriefer Debriefer
PDA condition
confirmed &
ready for use
PDA charging
Putthe PDA on & prepped for
charger for the reuse
following day
operation
—
Debriefer
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Waybill hard
copies
received from
the De-briefer

E—

New Landing Page - Level 1.2.2.3.8.7

1 Delivery details:
- Billing customer
- Courier
-Service
2 Route
3. Pickup customer

tails

4 Delivery customer

Waybill Data Capture P details

Version: 1

= o

Waxtil éea Existing I comen Enter customer customrrer Recors
input fieldis Sean or manually Waybill /inveice no successfull
ik Wy i information ref.no. or / v _
c;&ﬁ;&?{:!ﬂ displayed type in the Verify if the invoice no. on updated Selectsave saved in the ;‘;}:‘s‘”s::’::
waybil number informatian is the customerref. system ¥
» seation
Data Capturer Data Capturer Data Capturer Data Capturer Data Capturer Data Capturer
(s)Lms (s)Lvs (s) LM (s) LMS (s) v
Information Portal records Portal login
waybill appears incorrect completed successiul
3 9] Relevant
Notify the parties
Add missing
Seleatfrom Account fied ab missing
notified about pformation on
"Transfer Executive & 1T
collection” Supportvis email L Delivery detais
- Billing customer
~Courier
Details Il
. completed 2 foute
ready for 3. pickup customer
Data Capturer validation Data Capturer gt Acct Exec
4 Delivery customer
details (T
Freight Mngt Scan or menually Existing [} Comect Pareel printthe Nemlos Labels printed Paste the labels
Selectraight interface the Waybill information Caprure parcel quantity labels & hand &handac- onto the relevant
P enabled waybill number Verify if the v vecorded in Pttt over parcels, &
2 toportal infermation is a the system o process the
correct eader
—
Data Capturer Data Capturer Data Capturer Dats Capturer Data Capturer Team Leader
General Worker
Information Portal records
waybill Popup message incorrect completed Parcels
appears Iabeled;
traceability
established
JL (@] Netifyth Relevant
ctify the arties .
select from ‘Acoount Agamissing
notified about information en
"Transfer Executive & 1T issue ortal
collection” Supportviaemail
Details
completed
reacy for
Data Capturer AN Data Capturer Acd Erec
5) E-mail upport
Email TSupp:
l Data Capturer
Inform Data notified. Verity i Dimensicnal/ DN printes; cengover Docs hanced
Capturerence consignment Gimensions & weight data Print the delivery parcel ready o overfor
the entire reagyfor weightsare n confirmed note inPortal for dispatch P further ops
consignment has finalization LMs /Portal e system o 1o O processing
system
—_—
Team Leader Data Capturer Data Capturer Data Capturer
General Worker
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Select from "Transfer Collection" "New Wayhbill" or "Cancel"

- If there is collection
reference numberon
the waybill
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Q Collection )
reference no. Search & link
available collection
Select "Transfer number to
collection” waybill
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Select from "Transfer Collection" "New Wayhbill" or "Cancel"

- If there is collection
reference numberon

Author: Edwin Ramos
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the

waybill

Q Collection
reference no. Search & link
available collection
Select "Transfer number to
collection” waybill
—
1. Delivery details:
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- Courier
i -Service
Non-existing Data Capturer Data Capturer 2. Route
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- Scan barcode
on parcels

- PDA will show

valid scan

PDA Offload Scanning

*The screen will
refresh & show
differentwaybills

Driver arrives LMS app Load creation User Waybills @ Waybill Q Parcels
at customer . home screen screen identified & associated selected for scanned &
5 Loginto LMS " Scan the load
location for delivery app on displayed Select "New activated EnterIDnumber authenticated number on the with the load select the delivery Perform offload marked as
delivery PDA Load" on the screen st displayed waybill no. that scanning while offloaded
manifes needs to be offloading the
L delivered
The screen will
refresh to show
“Customer Summary”
Driver for thel ””mbe'zf Driver Driver Driver Driver Driver
parcels scanne -
. The screen will
related to the waybill ) w
being delivered refresh to show the
g completed
endorsementin red
r S — .
No Q Navigation to Endorsement Endorsement Type remarks in Justification ) Camera Q Return to
endorsement Clickon the endorsement Click type Select the reason input the “Remarks” for Click on thet opens; delivery
“Back” button soreen “Endorsement” selection endorsement screen section stating endorsement e ot Endorsement Click "Done” workflow
enabled & screen shown type the reasons for recorded pictur photo taken aftertaking the
when all parcels vp d it
> endorsement endorsemen picture
- POD: for all
customers deliveries
Driver Driver Driver Driver excluding Epiroc Driver Driver
- Delivery Notes: to
Epiroc customer
deliveries
Signature Customer Document Camera ready D Delivery
X e e £ ocument
e "Continue® screen N signsthe PDA; CI'CkF Ni"t to capture Q to capture Tal;e:fullpgfzﬁo images ek Finish marked as
clic Con.tmue activated E"t.e'.t N Customer refres to screen Click on the supporting of the wayl ! captured Click "Finish” to completed &
to gotosignee rteqplent/ identification drequnredt activated required documents adnd suppo{tnr}fg complete the synced in
screen customername recorded ocuments document to OCU’.TESI s (I process system
» screen open acamera available) X
Driver Driver Driver Driver Driver Driver
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Load the cargo

Before loadingitems,
Drivers must ensure
that everything has
been cdearly marked
by the client or
supplier

Q Cargo placed in

vehicle
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Securing Cargo Process

Driver

Load properly
secured

Customer packs
& secures cargo

Check if load is

properly secured

Load not
properly
secured

Cargo loaded &

Secure cargo secured for
properly on the transport
truck
———
Driver

Driver

Take photos of
the items

Photos of poorly
secured cargo

Send photos to
the Supervisor/
Manager

Driver

Supervisor/
Manager
receives visual
evidence

Driver

Contact the

Supervisor /

Manager for
advise

Guidance
received for
next steps to be
taken

Version: 1

Discuss the
packaging with
the customer

Driver

Ops Mngr

Ops Supvr
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m Collection Request
The collection request

booking cannot be

confirmed upon

completion of the
Collection Request Form

Email the

Receive a Q Collection Email sent as Login Collection New
collection Request Form booking 1 capture collection
completed N 5 N successful Select capture
request Comp\eté the completed ollection confirmation Loginto LMS to collection interface Select new form
Collection book collection loaded collection initialized
Request Form in Request Form to
—_— full
Ops Admin Information: Ops Admin Ops Admin Ops Admin Ops Admin
- Delivery details

- Pickup customer
- Route details Collection details:
- Delivery customer - Collection time
- Customer references - Vehicle size

- Parcel details - Commentsiif

applicable *On the home screen,
under collections

() Collection Verifyif Collection ] Collection () Collection Call the driver to Driver is
Capture the datasaved information confirmed request Select f§qu851 confi rm-the aware & en
required capturedis Capture the completed “Collections In asswg.ned to collection route/p.\anmn
information and correct and click collection details Progress” to driver reque{;t was gforpickup
dick save confirm and dlick confirm received -,
Ops Admin Ops Admin Ops Admin Ops Admin Ops Admin
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