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Scope 

Starts and ends with encoding of customer’s profile and agreed SOP and rates in F2 System. 

 

Objective 

To capture customer information by encoding data in F2 system to maintain updated database. 

 

Policies 

1. Sales in- charge shall encode the following in F2 System: 

Customer File Module 

• Complete Customer Profile 

Standing Instruction Module 

• Agreed SOP, rates and date of effectivity 

2. Sales In-Charge shall conduct annual or regular updating of rates in the system and advise 

authorized Finance Personnel. 

References/ Source: 

• F2 System / Customer File Module / Standing Instructions Module 

 

Definition/s: 

• Account Set Up – is the encoding of the information into the system 
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Procedure  

 

Additional 

Information needed 

not supported by F2 

System? 

Sales In-charge 

4. Encodes the customer’s rates and agreed 
SOP in the Standing Instruction module of F2 
system. 

- Mode (Sea or Air) 

- Origin 

- Destination 

- Shipper’s Name 

- Sales in- charge 

- Start Date 

- Service Mode 

o Door to Door 

o Door to Pier 

o Pier to Door 

o Pier to Pier 

o Airport to Door 

o Door to Airport 

o Airport to Airport 

o Full Container Load (FCL) 

o Less Container Load (LCL) 

o Prepaid 

o Account Shipper 

o Account Consignee 

Sales In-charge 

2. Encodes customer profile in Customer 
File module of F2 System. 

3. Encodes the following information to F2 
system: 

- Company Name 

- Contact Person 

- Logistics Manager 

- Warehouse Manager 

- Office Address/ Warehouse 
Address/ Billing Address 

- Telephone number 

- Birthday of contact person (if 
available) 

- Contact number 

- Email address 

- Tin Number 

- Credit Limit 

- Customer Type 

- Pay mode 

Yes 

Sales In-charge 

5. Prepares and submits Functional 
Business Requirements (FBR) with 
the revision or improvement of 
the system to ITD (Please refer to 
2P-SS-07.11 IT System 
Enhancement). 

6. Wait for the advice of IT on the 
UAT and the roll-out of FBR and 
update with the additional 
information in F2 System. 

7. Advise the Finance on the final 
setup and effectivity. 

8. Turn over to Finance approved 
rate sheet or signed contract. 

START 

END 

No 

Sales In-charge 
1. Refer to 2P-SAL-12.03 

Closing of Sales. 

 


