
Getting started
Online shipping with myTNT 2

myTNT 2 is the fastest way to create shipments
and the easiest way to manage them.

This guide will show you how to sign up for an 
account and get you started with your first 
shipment. 



STEP 1 STEP 2 STEP 3 STEP 4

Sign up for 
myTNT 2 

at mytnt.tnt.com

Click the link in the 
confirmation email 
and complete your 

company profile

We’ll review your 
profile to provide 

you with your 
personalized, 

discounted rates

Once your registration 
is approved and your 

personalized, 
discounted rates are in 
place, we’ll send you a 

confirmation email

To use myTNT 2, first you’ll need to sign up – so be sure to have your TNT account number ready

Registration

TIP: You can start using myTNT 2 while you’re waiting for your registration to be approved. 

You’ll be charged our standard rates until you receive your account confirmation.



01 Manage account and users

This is the dashboard you see when you log in.  To get started, let’s look at five basic features.

myTNT 2 dashboard

02 Get a quote

03 Create shipment

04 Track & Trace

05 Address book



When you sign up to myTNT 2, 
you become the company 
administrator. This means you 
can edit the company profile 
and manage users.

1. Manage account and users

To give your colleagues access, 
select ‘Invite new user’. After 
you invite them, they will receive 
a confirmation email. 
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Start by entering the origin and destination 
of your shipment.

2. Get a quick quote

Once you’ve entered the destination, these 
additional fields will appear.

When you select a service, all the details you 
entered will be automatically prefilled to 
create a new shipment.
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3. Create a shipment

1 2 3 4 5

If you plan on sending similar shipments in the 
future, click ‘Save as template’ after filling in the 
shipment details.

You can create an export or domestic shipment 
with the default setting ‘Send shipment’. To 
create an import shipment, change this to 
‘Receive shipment’.

If the receiver is paying, you’ll need to fill in their 
email.

Check the ‘Save to address book’ box if you 
expect to ship to or arrange a collection from this 
address in the future.

Please scroll down to continue…



3. Create a shipment (cont.)
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The shipment value is not required for 
documents. Don’t forget to select the correct 
currency.

You can include up to 99 packages in a single 
shipment. 

The customer reference is optional. You can use it 
for tracking purposes.

myTNT 2 allows you to ship partly regulated 
dangerous goods. 
For more information on shipping dangerous 
goods, take a look at this guide.

Please scroll down to continue…

https://www.tnt.com/express/en_gb/site/how-to/ship-dangerous-goods.html


3. Create a shipment (cont.)
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If the receiver is paying, a field will 
appear where you can enter their TNT 
account number (the rates will no 
longer be displayed).

Once your myTNT 2 registration has been 
approved, your personalized, discounted rates 
will be displayed (until then you’ll be offered our 
standard online rates).

You’ll be shown a summary of your shipment 
before confirming and finalizing.



3. Create a shipment (cont.)
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And finally… you’ll have the 
opportunity to download and print 
your shipping documents. 

You’ll have a chance to review and 
confirm all of the shipment details 
before finalizing.



4. Track your shipment
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You can track a shipment by entering its 
shipment number or your customer reference.

To see your shipment status, click 
‘Track & Trace’ on the left-hand menu. 

When you track a shipment, an option to view the proof of delivery will appear.



5. Address Book
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To upload an address book, 
the file must be in .csv or 
.xlsx format. It should also 
follow the same field 
structure as shown in the 
screenshot. 

The column headers should 
be exactly the same as the 
headers in the screenshot 
(in English).

Fields that are too long will 
be automatically truncated.

To save time on your next shipments, just save addresses as you go along. That way you can use the same 
details for collections or deliveries in the future. If you’re new to myTNT 2, you can upload your entire 
address book – and then add contacts or download them if required.



You’re ready to go! 

For more details, you 

can always visit the 

myTNT 2 

support page.


