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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.

Fed

Express



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

STEP 1

Sign up for myTNT
Create and manage your shipments

Looking for shipment updates? Tr

Where is your company based?*

United Kingdom
Your email *

Choose password *

1 of eight charact
lo d uppercase lett
t least one number or symbol
I agree to TNT's terms and conditions and g

| agree to receiving occasional product updates and offers

=u

Sign up for
myTNT 2
at mytnttnt.com

Registration

STEP 2

Welcome to myTNT
You're now registered and ready to ship.

To enjoy our shipping tool's best features — like imports, shipping of dangerous goods
and personalised rates for your company — please complete your company profile.

Book a shipment [ Complete my profile

Click the link in the

confirmation email

and complete your
company profile

STEP 3

Registration confirmed

Your profile is being reviewed
Thanks for completing your myTNT company profile.
We're verifying your details as quickly as possible. Once it's done you'll receive a

confirmation email. In the meantime, you can continue to access myTNT and book
shipments.

We'll review your
profile to provide
you with your
personalized,
discounted rates

Thanks for completing your myTNT company profile. It's approved and your TNT accoun t

You can

0 < ©
Profile complete ‘ Start shipping

STEP 4

Your profile is approved!

number is 234234234

now access the shipping tool's best features like imports, shipping of dangerous
goods and personalised rates for your company.

Once your registration
is approved and your
personalized,
discounted rates are in
place, we'll send you a
confirmation email

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.



myTNT 2 dashboard

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

01| Manage account and users

will become TST companyas
FedExexpress. | , v
netherlands@yopmail.com l

/\Please note temporary service suspensions may apply, making certain services unavailable during booking. More information

o P 'l T R Y ==y )\ 00
03] Create shipment i . Geta quote and ship \ \“ THE R

® Send shipment Receive shipment

Shipping account * Choose location in Finland * Choose location *

Testbedrijf B.V. (085001504) ~ ‘ ‘ From ‘ Helsinki, Finland (You) ‘ ‘ To | Choose location

|
|
Pending shipme... I
|
|

Templates

& My shioments 02| Get a quote

Shipment history

04| Track & Trace

Address book

(] Support
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1. Manage account and users

TST companyas G
netherlands@yopmail.com

/\Please note temporary service suspensions may apply, making certain services unavailable during booking. More information o NETHERLANDS@YOPMAIL....
A

TR N | \ \ AED o
\ L s -
* Geta quote and-ship A\ THE o Change Password
E 2, : T~ . . < A o

m TST COMPANYAS
[

@ Send shipment Receive shipment Invite new user

Shipping account* Choose location in Finland * Chioose location * @ Wh en yo U SI g N u p to myT N T 2’
r— Manage shipping accounts you become the Company

Testbedrijf B.V. (085001504) ~ ‘ ‘ From Helsinki, Finland ('You';. ‘ ‘ To | Choose location Company L. .

administrator. This means you
can edit the company profile
and manage users.

e-invoicing

Creata shipment Manage users ( +.m,.,ms,, To give your colleagues access,
select ‘Invite new user’. After

!
HEHNENE

Email Name Role
you invite them, they will receive
[? =7 abelthechadol@yopmail.com Administrator . . N
T p
a confirmation email.
Create shipment
catespmen alejandro j.garcia@tnt.com Alejandro Garcia Administrator
Pending shipme... 3012
Templates
all_countries_companies@yopmail com Administrator
Special services
& My shipments arialfaro@yopmail. com Administrator
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2. Get a quick quote

TST companyas
netherls 7]

lends@yoomeilcom

/\ Due to the impact of the COVID-19 situation, quoted transit times may be impacted.

" ]
vﬁe;.a quoie and ship

®) Send shipment Receive shipment

Shipping account * Choose location in Finland * Choose location *

AR A Start by entering the origin and destination
Please enter the postal code for an exact quote Of your Shipment.

Testbedrijf B.V. (085001504) v ‘ \ From ‘ Helsinki, Finland (=) ‘ ‘ To

Quantity * Type* Length * Width * Height * Weight *
1 vHBox vHio !cme {cm‘ ‘m ‘cm‘ ‘so ‘kg‘ , ' '
Once you've entered the destination, these

additional fields will appear.

Collection date in Helsinki *

create a new shipment.

2
Tomorrow 900 Express & 16:00-Todsy €200.00 | setect |
Tomorrow 1200 Express &) 16:00 - Today €25.00 [ setect |
o e s When you select a service, all the details you
S e entered will be automatically prefilled to

|

12 Aug 2021 Economy Express ) 16:00 - Today Price to be determined | Select




3. Create a shipment

Create shipment

@smpmem ‘ Q Recewe@en( |

* Required

Clear | Choose templateq ‘ Save as template |

@ Sender vou

Shipping account *

‘ Testbedrijf B.V. (085001504}

tese
Helsinki. FI
Contact name: test

Add collection instructions

Alternative collection address

@ Receiver

Select from address book

Address details

Contact details

Hide ~

Country/Territory * Company *

| Netherlands ~ | ‘ Test Company

Postcode * Contact name (full name) *
| 1011 AA | ‘ Test Account

City * Phone number *

| Amsterdam

| +31612345678

Address line 1%

| Test Account

(Ema\l-o;-t\onal@)\l

Address line 2 - optional

VAT number - optional

Address line 3 - opticnal

Delivery instructions in English - optional @

Alternative delivery address

M save to addressh

EDED : XD,

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...
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3. Create a shipment (cont.)

ﬁ TST companyas

etherlands@yopmailcom

A\ Due o the impact of the COVID-19 situation, quoted transit times. may be impacted

| Clear ‘ ‘ Choose template | | Save as template

© Shipment details The shipment value is not required for
e+ Wi+ g documents. Don’t forget to select the correct
|1 v| ‘Box v| ‘10 |cm‘ |1o |cm| |1o |cm| |0.5 ‘kg‘ Curreﬂcy

# T.ctatquanm; g Tol ~.-u:ms & ;03 Lhwsughl _ . . .
‘ You can include up to 99 packages in a single
Customs controlled S h i p m e n t

Do you want 1o flag your shipment as customs controlled * @ | @® No O Yes |

[

Goods uescnprion"@ Value - opuanal@ Customer reference—opuonal@

Jewellery ‘ ‘ EUR | |

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

Stackable shipment

Is your shipment (vertically) stackable? ‘@ | O No ® Yes |

Dangerous goods

S—————— T T 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
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3. Create a shipment (cont.)

@ Billing information

Who will pay for the shipment? * @ @ Billing information

[resveay 2y s . If the receiver is paying, a field will
appear where you can enter their TNT

@ Please choose a senvice account number (the rates will no INT account number of receiver

Collection date in Helsinki |Onger be d|Sp|ayed) |000000001 |

‘ Tomarrow ~

Who will pay for the shipment? * @

Receiver Company Name v |

Delivery date Service Booking Price (EUR)

® 12 Aug2021 :00 Express (FasTesT) &) Book before 16:00 - 11 Aug 2021 €200.00

Preferred collection window
® Create a new collection window
Collection window must be 60 minutes or more

Once your myTNT 2 registration has been
o) Lo ” approved, your personalized, discounted rates
poenst ons will be displayed (until then you’ll be offered our

Enhanced Lisbility  (7) €-
standard online rates).
) 12 Aug 2021 12:00 Express @) Book before 16:00 - 11 Aug 2021 €25.00
T 12 Aug 2021 10-00 Exores s @) Book before 16:00 - 11 Aug 2021 €14.00

@ Return documents

With the return documents opticn, you Can create and print documents for a retrn shipment. To return the shipment, the receiver just has 1o
follow the instructions on the documents. If you don't need this option, you can hide it by clicking "Hide return documents option’ below

() Hide return documents option

Print return documents show v

Doyonamuoincludeand:r\mreumdc:Lmems?'@ ‘ ® No ) Yes ‘ YOU’” be Shown a Summa ry Of your Shipment
before confirming and finalizing.
J J
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3. Create a shipment (cont.)

You'll have a chance to review and And finally... you'll have the
confirm all of the shipment details opportunity to download and print
before finalizing. your shipping documents.

Your shipment is booked

Print shipping documents
Confirm and pay your booking Direct printing i isabled (7)

. . . . Please print all required documents before our driver arrives.
Collection and delivery Shipment details . q

Shipping costs

C:J From Testbedrijf B.V. Total items: 1 You can print now or choose to print the shipping documents at the end
Collection on Wednesday. 11 August 2021 © 1x Box - 10 x 10 x 10cm - 0.5kg ST €20000

between 12:00 and 16:30
Local time in Helsinki

of the day and in one go for all your shipments.

Goods description excl VAT £€200.00

Address details v Jewellery Select which documents you would like to print
é) To Test Company VAT . £€4200 ~|  Shipping label One label per package will be printed. Affix the label firmly to
Delivery on Thursday, 12 August 2021 {5:00 Total (incl. VAT) £24200 the top of each of your packages making sure that the bar
Express) Payment on invoice code is not obscured.
Address details »
| Detailed manifest Two copies will be printed. Give both copies to our driver,
Invoice will be sent to who will sign one for you 1o keep as a receipt.

Testbedrijf B.V.
TNT account number: 085001504
VAT number: -

Do you have a label printer?

Generate A6 sized shipping label
Clicking ‘Finalise shipment’ means you agree to TNT's Terms & Conditions [7 .

Generate documents

SHIPMENT NUMBER

200253521 =
BOOKING NUMBER: q -
TRE 898451 /

You can use these numbers to rack your shipment (we've also sent you an
email with them includad). It can take up to eight hours before you're able 1o start tracking.




4. Track your shipment

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

(7). Dashboara

My shipments

Shipmer

Track & Trace [

22 Address book

5 support

Your shipment is booked

Your documents are ready to print
Direct printing is disabled (7)

Please print all required documents before our driver arrives.

‘You can print now or choose to print the shipping documents at the end

of the day and in ene go for all your shipments.

& Shipping labels (A6)

ocuments

SHIPMENT NUMBER:
200253521
BOCKING NUMBER

TRE 898451

> 122> 3 8 5>

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

will become

FedEx Fxoress.

Track & Trace

Track a shipment Watchlist

Track your shipment

® Shipment number @

Customer reference @

Send now Services myTNT How o

Shipment number

Track & Trace

Support

200253521

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

Raon L Etape, France

27 May 2021

Antwerpen, Belgium 2n02s3szl

ay 2021 1150

27/05/2021. 1150 Racn L Etape

SPigMent amived at connection poiNt

SnigMEnt collecied from collecon adaress

Round 906 Depot ZRH
Semce IDE ECONOMY

Con 034546824

Pickup date 08092016
Sencer Reference 4000393596

Sender

Getax ¢fo Ecolab 2w
Essenschotstraat 6033

3980 TESSENDERLO
Contact
Tel 011 360046

Recewer

DANIEL KUENZLE
EICHUBACHSTRASSE 7K

9525 WAENGI
Contact NN
Tel 0793442922

Weight(kg) o780
Volume(m ) 0020
Optont
Ophon2
Option3
Optiand

COD Amount
COD Type
Datlared Pieces 1

Signedby depovi

%

Date and Time 12022016 1002

Delvered Piaces 1

Status  Con delvered, good condibon
Remarks
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5. Address Book

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.

[ beteeatcontacts | |[ untoaa saaress oot ||| owntoad aaaressbook | | aga camacs
Address book
-
La | [Sre
(-] To upload an address book,
s oy (] the file must be in .csv or
25123 sz [+ XlIsx format. It should also
—— ] follow the same field
sencru —— ] structure as shown in the
[~] screenshot.
_ E The column headers should
s B be exactly the same as the
headers in the screenshot
(in English).
Uplead youroaddress book
Fields that are too long will

Need help exporting your contacts? Check out this article b e a Uto m ati C a | |y t r U n C a te d .

B 5 D E F G H I J K L M N o P

1 countryCode postcode city addressLinel addressLine2 addressLine3 company VATNumber email phone internationalAccountNumber shortCode  deliverylnstructions collectioninstructions  private
2 ES 28001 Madrid  TestAddresslinel TestAddressline2 Test AddressLine 3 Test Company test@tnt.com " +34123456739 123456789 TestRef.  TestDel. Instructions = Test Coll. Instructions Yes




You’re ready to go!

Support
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For more details, you

can always visit the

myTNT 2
support page.




