Angeline Sim

From: Farah

Sent: Thursday, 22 May 2025 8:05 am

To: Helyn Chan; Waiman; Penny Zhu; Aiping; Andrew Lee; Lisa Yang; Nur Farhana; Candy;
Renti Marlini; Dalat; Loan Huynh; SOKLIS CHEY

Cc: Queenie Yee; Angeline Sim

Subject: SOP for an Update in Sales Rep Code in CW

Dear All Site Account,

Operations team are prohibited from amending or changing the Sales Rep Code in CW system. Any amendments or
updates required must be communicated via email to the CM for approval before Site Account proceed with any
changes. Once the CM has granted the approval, the Site Account can make the necessary updates. All email approval
need to be update into the edocs for our record purposes.

The procedure above is to ensure data integrity and accountability
e Prevent unauthorized or accidental changes by operations staff.
e Ensures that the originally assigned salesperson gets proper credit for the shipment.
e Reduces risk of internal conflicts or misreporting.

If any of Site Account are not familiar with how to update the Sales Rep code in CW system, please let me know.
Kindly forward this email to all of your operations team for their awareness of this update.
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Thanks & Best Regards

Farah
TEL: +603-56122602/03-56339677
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