TNT Express Australia

elnvolicing user guide

Essential information for our customers

* Logging onto www.tnt.com.au
* Accessing elnvoicing
* Navigating elnvoicing information
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Introduction

The details contained in this document are a guide for customers to understand how to use TNT’s
elnvoicing application. TNT elnvoicing is accessible via TNT’s website.

The following screen shots are representative of the flow you are required to follow when logging
onto www.tnt.com.au to access elnvoicing.

Customer Prerequisite

Prior to gaining access to elnvoicing, you must have a TNT account number and be registered for
TNT Online, a secure and password protected area of TNT’s website.

To register for elnvoicing you will need a copy of a recent TNT Tax Invoice/Statement relating to
your account.

Features of elnvoicing

v" Secure environment for your invoices and invoice data.

v' Each week, an email alert is sent to notify you that a new invoice is available. The email alert
can be sent to an individual or a group (group is preferred).

v A pdf of the new invoice is attached to the email alert.

v" Data relating to your invoice can be immediately accessed via TNT’s website.

v" View your invoice online or as a pdf; which can be printed, emailed or faxed.

v Download your invoice as a CSV file. CSV files can be imported directly into your
accounting software or saved into your preferred format, eg, Microsoft Excel.

v" Drill-down options allow you to view consignment note and proof of delivery (POD) details.

v' Change or update email recipients.

v' elnvoicing is supported by a dedicated technical support team.
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How to Register for elnvoicing

I. Locate the TNT Australia web site: www.tnt.com.au

2. If you already have access to TNT Online, click ‘Shipping Tools’, select ‘elnvoicing’ and
follow the instructions to register for elnvoicing.

3. Ifyou are new to the TNT website, go to TNT Online, and click ‘Register now’. Follow

the instructions to register for both TNT Online and elnvoicing.

Note: If you have not previously registered for TNT Online you will not be able to access
elnvoicing. TNT Online is a secure and password protected area of TNT’s website.

Australia [change] larger text print page other sites sitemap conkack us
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New to the TNT Website: After clicking on “Register Now”, the following screen will appear;

Please choose account{s) for elnvoicing authorisation

[l oogsggss

Compaly Hame:
First Hame:

Last Hame:
Position:
Telephons Humber:

Manager's Hame:

Manager's Telephone
Humber:

Test
Customer Australia Poy Ltd

All fields are mandatory

|Test Customer Australia Pty Ltd

[ Jareal

Please provide the following information from one of your existing Invoices

Account Humlrer:
Invoice Humber:
Invoice Amount:

1.} Tax Invoice via Email

2.} Hotification of new invoice
and data available on the
elnwoicing portal.’

| acknowvledge that by selecting to receive invoices electronically | will not receive a printed invoice

from ThIT.
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New to the TNT Website: When all fields have been completed, an email will be sent advising
you of a temporary password;

o] Mew> =1 Reply = Elaply o All - L&, Fonward = * - T Dieptayr ¢ br Mo
| # ] Welcome to TMNT.corn.au
) "" Intonlinge 1 Z22I0T201001.59 H
e Shirer Dt
Daar

Walcome and thandyou for registaring with TMT Express Australia

Thea THT Express website provides a securs section to give you onling access to a range of THMT sendces, These include; booking a
callzction, obtaining a Proof of Deliveny image (FOCY, estimating the price of & shipment and accessing your invalce onling

& temporang passwiord has been set up for you which will nesd o be changsd the first tims viou fog in
Fasswarc v B

Fleage note: IFyou donol 1og inwithin 15 daws waur interim passward will expirs

To access v TiLoom.aw ngit now, cliclk hers

Shoukd you have amy further queres please call us on 1300 831 137 or email cithelpdeski@int com.au

Regards,
THT Express
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4. Once logged on to TNT Online, select “elnvoicing”

U0,

LI L] LR N L L N )
13 Webtracker 1+ POD Imaging 2+% Price Checker $is Transit Time

online help | home | exit

(L] L L X
+:3 Pick-up Cut-off 34% Enquiry Report

Welcome Test Account

Express Booking Welcome to THT Online Tools

elnvoicing - Hew to THT
Sameday Local Booking

THT e-Con and flexible.
All information is available only via a secure website.
elnwvoicing provides you with:

= An email alert notifying you when your weekly elnvoice iz available
online - the email alert can go to an individual or a group
[if the email address is commonly shared)

s Aeocessto your elnvoice online sz soon as it is available (you don't
have to wait far the posth

# The convenience of a C5Y file that can be imported into your
accounting softvware or manipulsted into your preferred format, eq,
Microzoft Excel

»  [rill dowwn options =0 you can view a consignment note and Proof of
Delivery (POD) details of a consignment wwithin the elnvaoice, online

#* The ahilty to viewy your elnvoice online or a5 & POF, which can be
prirted, emailed or faxed

Administer Your Welb Account

elnwoicing is newy to TMT's suite of online todls, elnvaicing is designed specitically
o make receiving and managing the invoice process mare convenient, efficient

Manage your Profile °

Manage your Address Book ®
Price Checker Authorisation ®
Electronic Prepaid Maintenance °

Routing °

Toaccess THT's elnvoicing, simply select the elrvvoicing link (situsted on the lett

hand side of the screen) and follovy the prompts
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5. elnvoicing requires a login and password, the same login and password can be set for TNT
Online and elnvoicing.

6. Enter your user name and password, then click “login”

sure i can-
—

I | /
elnvoicing S’,

Login a y

3 Login [ = > >

Help

> Get Adobe Reader elnvoicing offers you the ability to see your invoices online.

Login

terms of use  privacy skatement  terms & conditions

Intellectual and ather property rights to the information contained in this site are held by TNT Holding B.Y. with al rights reserved @ 2010
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Navigating around the elnvoicing environment

Within the elnvoicing environment you can access the following invoicing information:

a) PDF invoice

b) CSV Data File

c) View Invoice Transactions
d) All Invoices

Helpful Hint: If there are no invoice details showing when you login to elnvoicing, there are no
‘New Invoices’. Go to “All Invoices” to access invoices previously loaded onto elnvoicing.

Helpful Hint: Use the Preferences tab to change or update email recipients.

@EO

SUre we G-
p—

Key

elnvoicing J<| POF Invoice
nwoices

B | S Data File
> Hew Invoices

z L view Invoice Transaction
> All Invoices

Hew Invoices

> Change Password

> Emwail Addresses Account Humber Invoice Humber  Invoice Date Document Amount Due Date  View
Help [All b | | | | m w JreE =
C ser Gui i

xhustomer Fortallizer Glide [ auw 99 FOTR2010 0AK30)  Invoice B36669 AUD 14mE20i0 ME E [0 O

> Get Adobe Reader
[ au ssgsssggss 240712010 0Ak23) Invoice Tadz4zalDn Toacoio MEIE O O

Loegout

5 Logout ] au: 9 100752010 (Wh27) Invoice B14961 AUD 24m72010 NEZ [0 O
O au 1FIOTI2010 (WK28)  Invoice 435189 AUD waorM0 ME | E O O
O au 19062010 0AK24)  Invoice 457074 2UD 307010 M@ E OO O
@ R from Hew | i Download Selected @

terms of use  privacy statement  terms & conditions

Intellectual and other property rights to the information contained in this site are held by TNT Holding B, with all rights reserved @ 2009
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The following screen shots are examples of the content within elnvoicing:
a) PDF Invoice

The PDF is a soft copy of the TNT Express Tax Invoice/Statement and contains exactly the same
detail as the paper invoice. This soft copy replaces the paper invoice.

express

_J

Tax Invoice/Statement

Page

Tax Invoice Date
Tax Invoice Number
Account Mumber

Due Date

Balance Brought Forward

Payments/Adjustments credited since last Tax Imvoice/Statement
Consignment Mote Billing

Debits/Adjustments

GST

Total Trading for Week Number

Total Qutstanding (Does not include payments receved by TNT after the date of this invoice)

express
Account Mumber
Due Date
Total of this Invoice

Total Qutstanding
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b) CSV Data file
The data file option enables you to open up invoicing information in Microsoft Excel from a CSV
file. It contains all relevant information relating to the weekly invoice data, including account

number, week, invoice number, pick-up date, consignment number, reference, service, price, etc.

This information can be downloaded into your own accounting system.

E3 Microsoft Excel - TNTDataFile_10161087[1].csv

File  Edit Miew Insert Format Tools Data  Window Help \i" -8 X
Arial -0 - B I U ESEE=EE 5 %, W% ;,_'&'A'.
DEHY SRY| s 2R o &= -4 % e -m,
Al - A Account Number
A, B c o] E F G H | J K L il i o P o=
1 JAccount MAccount Mame Year YWeek Invoice Date Invoice MurPick Up Daf Consignment Reference | Sen Sender Cit Sender Receiver CReceiver CReceiv Origin | Destinat™
2 1575581 CASH SALES 20058 43 25A10/2008 10161 7A0/2008 573965 REC #312952 DUMDAS | 2117 DR CHAMNIIRAKLEID 712 01WWEY  HIK1
3 1575581 CASH SALES 20058 43 25A10/2008 10161 7A0/2008 573965 REC #312952 DUMDAS | 2117 DR CHANIIRAKLEID 712 01 FSI
4 1575581 CASH SALES 20058 43 25A10/2008 10161 15/10/2008 962045 CASH SALE  SOUTHWY 2786 JERRY OZIKEJA WS LOS
] 1575581 CASH SALES 20058 43 25A10/2008 10161 15/10/2008 962045 CASH SALE  SOUTHW 2786 JERRY QZIKEJA Fsil
5 1575581 CASH SALES 20058 43 25A10/2008 10161 15/10/2008 5966345 HURSTYIL 2220 TREVOR ATRIPOLI LIBYA  SYD  TIP
7 1575581 CASH SALES 20058 43 25A10/2008 10161 15/10/2008 5966345 HURSTYIL 2220 TREVOR ATRIPOLI LIBYA  FSI
g 1575581 CASH SALES 20058 43 25A10/2008 10161 15/10/2008 575421 190130 BALMAIM | 2041 PREIM SIFKUALA LL 51200 S¥D PJ2
9 1575581 CASH SALES 2008 43 2511052008 10161 15/10/2008 975421 190130 BALMAIN | 2041 PREIM SIFKUALA LL 51200 FSI
10| 1575581 CASH SALES 2008 43 25/10/2008 10161 17/10/2008 897304 CHATSWC 2067 ALICIA GAALBERT F 3004 S¥D MEL
11| 1575581 CASH SALES 2008 43 25/10/2008 10161 17/10/2008 573897 191345 SYDMEY | 2000 THE AUSTTEHRAM SYD THR
12| 1575581 CASH SALES 2008 43 25/10/2008 10161 17/10/2008 573897 191345 SYDMEY | 2000 THE AUSTTEHRAM Fsil
13| 1575581 CASH SALES 2008 43 25/10/2008 10161 17/10/2008 573899 313556 DOUBLE B 2028 ULKDASIAHELSIMKI 230 S¥D HEL
14 | 1575581 CASH SALES 2008 43 25/10/2008 10161 17/10/2008 573899 313556 DOUBLE B 2028 ULKDASIAHELSIMKIL 230 FSI
15| 1575581 CASH SALES 2008 43 25/10/2008 10161 18/10/2008 785321 BOTANY | 2019 PARADOXFAIRFIELD 3078 S¥D  MEL
16 | 1575531 CASH SALES 2003 43 251072003 10161 2011042008 945783 MILSONS | 2081 TATHRA | 2850 5YD  NS3
17 | 1575581 CASH SALES 2008 43 25/10/2008 10161 20/10/2008 945999 MOORE B 2021 MOORABE 3182 5¥D  MEL
18| 1575581 CASH SALES 2008 43 25/10/2008 10161 20/10/2008 945999 MOORE B 2021 RICHLAMND 4077 5¥D  BMWE
19| 1575581 CASH SALES 2008 43 25/10/2008 10161 20/10/2008 946037 SYDMEY | 2000 REDLYMG 4570 5¥D  CHNS
20| 1575581 CASH SALES 20058 43 25A0/2008 10161 20/10/2008 946048 ROSEVILL 20632 CAPALABR 4157 5¥D  BME
21| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 841707 SEVEM HI 2147 CORCWA 2646 5¥D  ALB
22| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 927150 SURRY HI 2010 MORTH #3051 5¥D  MEL
23| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 945651 WINDSOR 2756 GLADSTO 4680 5¥D  GLD
24| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 945776 REDFERM 2016 WMELBOUR 3000 5¥D MEL
25| 1575581 CASH SALES 20058 43 251052008 10161 21/10/2008 945995 MOORE B 2021 RICHLAMND 4077 5¥D  BMWE
26| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 945995 MOORE B 2021 FORTITUD 4006 5¥D  BMWE
27 | 575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 945999 MOORE B 2021 GARBUTT 4814 5¥D TVE
28| 1575581 CASH SALES 20058 43 25A0/2008 10161 21/10/2008 946009 MOOREBs 2170 ISAACE | 2607 5¥D  CBA
29| 1575581 CASH SALES 2008 43 2511042008 10161 21/10/2008 946057 SYDMEY | 2000 MELBOUR 3000 S¥D  MEL
30| 1575581 CASH SALES 20058 43 25A0/2008 10161 22/10/2008 918557 SYDMEY | 2000 BARTON | 2600 5¥D  CBA
31| 1575581 CASH SALES 20058 43 25A0/2008 10161 22/10/2008 945760 HWAS PLy 2060 BOURKE | 2840 5¥D  MSE
27 AETEEQT T ACH A ESNNS A2 2EM0O002 A01E1 i FulnFwinini=] QAETOD .. CWOIRIEY einnnt CHADI BV AATD V0 (1l d
M 4 » M} csv]TNTDataFile_10161087[1] [« | i
Draw= [z  Adtoshapes= . s [ O 4[ &
Ready UM
AU -SAL (M) - 103 Page 10 of 12 Version 2.1

Issue Date 30/09/10



elnvoicing User Guide TNT Express Australia

c) View Invoice Transactions

This section of elnvoicing is an online version of the tax invoice and enables you to review all
components of the invoice.

(00 0) TAX INVOICE Enler Consignmert Number [(Searen |
Account Number Tax Invoice Date: 02noM0
Account Name Tax Invoice No.: 16443150
Address LCOUERROS XXXXX

Due Dale: 16A0M0

Fuel Surcharge: (incl GST) 23773

Invoice Totat $584385

Adjustments ar s
harge ended Total
Charges | Warranty Charges

IH O e B s e
OWDXXXXXX ST LEONARDS SOUTH YARRA T 1 1.0000.0000 W 456 5349
O ZBIOGHD X000 SYDNEY SPRINGYALE T 75 SYDMELN 2 10,000 0.0000 W 8515 10.00 1218 10733 10.73118.06
O DIADAD X000 PADDINGTON SOUTHBRISBANE T 75 SYD/BNEN 1 300000071 W 4610 10.00 659 6263 B27 6896
O ZEGN D 20RO BALLS HEAD MITCHAM T 75 SYDMELMW 1 2,000 0.0000 W 4610 10.00 659 6269 627 6896
O 240H0 200000 WOOLLOOMOOLOO YIC MEDIA S G15N SYDMNYCH 1 460000010 W &1.60 10.00 0.00 S160 000 9160
() 24008A0 300000 WOOLLOOMOOLOO Y'C MEDIA S GISNFSI 1 480000010 W 1281 0.00 0.00 1281 000 1281
) 2409A0 300000 WOOLLOOMOOLOO WALDORF ASTORIA S G15N SYDAOIW 1 235000010 W 5435 10.00 0.00 6435 000 B435
(O 2410810 3000KKK WOOLLOOMOOLOO WALDORF ASTORIA S GISNFSI 1 235000010 W 853 0.00 0.00 853 000 853
O 24030 200000 WOOLLOOMOOLOO PARK CITY CHAMB S G1SN SYDAIO3AF 1 230000010 W 5435 10.00 0.00 6435 000 B4.35
O 2470910 200000 WOOLLOOMOOLOO PARK CITY CHAMB S GISNFSI 1 230000010 W 853 000 0.00 853 000 853

Records 1- 1001 76 12345678 ..p lasti

( Status History ] Finance Image ) | Bf_c__p_( 1

I. Consignments tab — click on this tab to view all consignments billed on this week’s invoice.
Each page displays up to 10 consignments. To view more consignment details, select page 2,
3, 4, etc at the bottom right of the screen.

2. To quickly search for a specific consignment note, enter the number into this field, then
click search.

3. Adjustments tab — click on this tab to view any Credit Adjustments or Debit Notes
processed on to your account this week.

4. To sort data - click on the arrow at the top of the appropriate column

5. To view an image of a consignment note - select the consignment note by clicking on the
button at the left of the consignment note number, then click on Finance Image

6. Status History — select the required consignment note, then click Status History to view the
status of the consignment, from Collection to Delivery

7. To return to the main elnvoicing page, click the ‘Back’ button

8. The ‘Exit’ button will take you out of elnvoicing
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d) All Invoices
Use this section if there are no invoice details on the screen when you open elnvoicing.

Sometimes no invoices appear because after they are opened for the first time they are
automatically moved from “New Invoices” into the “All Invoices” section.

Click on the “All Invoices” link as shown below

Helpful Hint: Within the “All Invoices” section, 26 weeks of data is retained. After 26 weeks the
oldest invoice is removed from the system. Invoices do not go to an archive.

@O

sure i G-
=

\ [ o - A X
elnvoicing 1 ; i
Invoices - = a M| POF Invoice

B | CsY Data File

; L view Invoice Transaction
All Invoices

> Change Password igPAY

» Email Addresses Account Humber Invoice Humber Invoice Date Document Amount Due Date View

Help! Al v | | | K o=

> Customer Portal User Guide XXXXXXXX XHXXKXKXX 117112006 (W4E)  Invaice 9377 a0 2512008 JOEIE O[O

» Get Adobe Reader

Logout XXXXXXXX XXXXXXXX 412008 (Ak45) Invoice 3505400 1812008 ME|E O O

> Logout XXXXXXXX XXXXXXXX 1A (2006 (WikdE)  Invoice 163650 200 252006 MEE O O
XXXXXXXX XXXXXXXX 411172006 (AK4S)  Invoice 194226 AUD 18102006 A EDE O[O O
XXXXXXXX XXXXXXXX 1A (2006 (vkdE)  Invoice noosUn zsMtzons M@ E O O
XXXXXXXX XXXXXXXX 4111/2006 (AK45)  Invoice nooaUD 1EMt008 A EE O O
XXXXXXXX XXXXXXXX 11M1/2006 (Ak46)  Invoice 0ooaUD zaMt00s A EE O O
XXXXXXXX XXXXXXKX 1102008 (AK4S) Ireice nooaln tEMtz00s A EE O O
XXXXXXXX XXXXXXXX 11H1/2006 (AK4E)  Irecice nooaln 2sMto0s A EE O O
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