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Welcome to Express Shipper, TNT's innovative software package, developed to make your
distribution process guicker and easier by eliminating the tedious task of hand writing
consignment notes and labels

l «& Express Shipper Registration

s Please fill in the-registration form below to begin using Express Shipper.
Sender Information Select Defaults (Optional)
Bampany: Please selact the Senice to
Name: | be set as the detaultwhen | =1
creating 2 note
dess: |

[ —— Plaasa selackthe Package
Dascription to be set as the
default whan creating & slecty .

Suburb l—i] consignment note
State: (state] > FPestcade: ‘ > Flease type in the Sendefs ’7

Referince to be displayed as
L

Contact ’— .~
FiigE FCKey: BEEFH

<dT - 7pm EST, Mon. ta Frijforyour

—— consignment range code. ou will be fequired fo Adwise your
FECKey abowe.
Consignmant =5~
| |Consignment Note Range Code;
- ) T
s

How to register for Express Shipper:

I Enter your details into the ‘Express Shipper Registration Screen’

2 Callthe TNT CIT Helpdesk on 1300 851 131 and one of our CIT
Helpdesk team will ask you to provide your PC key.

3  Our Helpdesk team member will then provide you with your
consignment note range code; which must be entered into the
registration screen.

/




Quick reference guide to creating
an electronic consignment

At this point, you should already have a
designated consignment number range
which was supplied to you by a TNT
representative on the CIT helpdesk.

The following steps demonstrate how
easy it is to create an Express Shipper
label and manifest.

If you don't have a consignment number
range please call 1300 851 131 and a

CIT Helpdesk representative will assist you.
If you wish to use e-Prepaids, have your ( PRESS

EPP ID ready.
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« Create Consignme

12435676 -

PRESS Owemight First Class ~ | 26/0ct /2006

531274050

2BC -

TNT EXPRESS «| [2BC company BN Btended Wamanty

201 COWARD STREET 1 SMITH 5T i m
waes 000

WASCOT [z ~[ SYDMEY e et

MAWELL JONES |02 99393909 MR COMTACT |02 99959099 Eﬁer—j

Special Instructions

Senders Ref. | Description | tem | weight | Cubic {m})
123454BC0E CARTON 1 5] 0.0270
' Totals:| 1 | 5
- Cloze ] Save Incomplete i Save ‘

Click on the “create” button on the toolbar. The create screen will appear.
Fill in the mandatory fields. Be sure to select the correct service. For
e-Prepaids select your EPP ID. (see Page || for setup)

i If you miss a section Express Shipper will highlight the field in red.
i Once completed, click “Save".




& Message X ==
B

To print your Shipping Documents you must: ~3

3 - Load your printer tray with THT Express Shipper stationery

124356¢ - Ensure your Printer Settings are correct

THT Exll - Please read and agree to TNT Australia Pty Limited Terms and Conditions of Contract

201 CC  Loading your printer

‘ou must load your printer with the specially provided TNT stationery consisting of
WAsec] an A4 sheet with Four labels, Please

ensure that the paper is loaded inko your printer with the arrows pointing forward,

b4 A E]

Before printing, please read our Terms and Conditions of Contract as detailed belows,
IF you agree to our Terms and Conditions of Contract, you can print your shipping
documents by clicking on the 'T Agree' button below,

STANDARD TEEMS AND CONDITIONS OF CONTRACT *
Vo3-04

Sends [1. This contract is between wvou and us (THT
17345a] |[Australis Pty Limited)

1.1 This Contract states the terms on which we
will supply services to you. In thi= Contract., you

] I Disagree
1 T

—

)|

)

3 Before printing you will be asked to read and agree to TNT's
Terms and Conditions of Contract.You can only proceed once
you have read and agreed to these Terms.

These are the Terms and Conditions under which TNT carries
your consignment.
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< TNT Express Shipper

s' File Consignment Maintenance Help

IE‘ Cresate B Edit E‘ Wiewwe Prirt Manifest e Incomplete Consignments

Incomplete Consignments

4 To retrieve the consignment click on the “incomplete consignments”
button on the toolbar, which will be highlighted in red.




1< Incomplete Consignments

Date | Consignment | Receiver

Ttems] eight [Senders Ref.

10/Marf2004 628300176 ABC COMPANY

1 5 12345ABCDE

Cancel

Delete

,_I
=

saved as incomplete.

5 A screen will appear listing the consignment that has been

i Highlight the consignment that you wish to complete. At this point
you have the option to edit or delete the consignment.

i An incomplete consignment MUST be “edited” and then “updated”
(even if no changes are made) so that the system recognises the
consignment is complete and ready for printing.

/




4 PRESS Owemight First Class v] ]2

HTPE V]

Class](none) s

salue [F 0.o0

Charge to

iSender - 1

Dangerous
7 Yes

A ) Consignment, 531274061, has been updated.

Senders Ref, | Description | Tem | weight | Cubic {m)
12345ABC0E |CARTON |1 5| 0,027

* Mo

Totals:| ] | 5 |

] Delete J Close

5a Once the consignment is updated you will be prompted to agree to
the Terms and Conditions. When you have read and agreed to the
Terms and Conditions, click ‘agree’ and you will proceed through the
printing steps.

o /




W
l‘ 4 l
i & Print Manifests @

\(all Service Groups) v

— Print DGs Manifest |v =

’ y [ Close | print
2 =

I Print Manifests — sender and driver manifest
i To print your manifests click on the “print manifest” button on the toolbar:
i All shipments must be accompanied by a driver manifest.

a The manifests can be printed by service group to accommodate
customers who have a priority and express driver or all service
groups together.

i The sender manifest is to be kept by you and act as the shipment
history and proof of collection.
2 Once all freight is labelled and the manifests are printed,

call 13 1'l 50 to book the pick-up.
- /




EFPID: | -

Default,  %es  (« Mo

He'l.-:.IIJ | K | LCloze ‘ ; ‘

._r.J

Using e-Prepaids (EPPs)

Set up your EPP ID via the menu option Maintenance > Electronic

Prepaid (EPP)

I Select the required account number from the Account Number drop
down box.

2 Click on the ‘New’ button.

3 Enter the EPP ID in the ‘EPP ID’, field.

4 Click on “Yes' next to ‘Default’ if you want this EPP ID to be the
default ID for this account number.

5 C(lick on the ‘Save’ button.
G J

’




@;RESS ie-F‘repaid Jhyg

12433676 -

123

x| 27/0ct/2006 531274072

THT EXPRESS

123 COMPARNY

201 COVYARD STREET

1 SMITH STREET

MASCOT

SYDNEY

MARWELL JOMES

02 99999995

MR COMTACT

02 993339999

Senders Ref,

Drescription

SATCHEL

| Tkem | “Weight | Cubic {m)

1

3.

Totals:| 1 |

Cloze ‘ Save Incomplete ‘
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How to create an e-Prepaid consignment:

|1

Select a service, “e-Prepaid 3kg" or “e-Prepaid Skg".

Select an EPP ID. The defauft EPP ID will appear if set [see menu option
Maintenance > Electronic Prepaid (EPP)].

Extended Warranty is not available with EPP services.

‘Charge to Sender' is default

‘No' Dangerous Goods is default

The default Description is ‘satchel’ altthough other descriptions can
be selected

[tem default is ‘" and cannot be changed

The weight will default to 3 or 5, depending on whether you have
chosen e-Prepaid 3kg or e-Prepaid 5kg

Select or create a Receiver

10 Input Special Instructions (if required)
11 Enter your Senders Reference (if required)
12 Save & print your consignment




HELD

The Held Consignment feature
provides customers with the ability
to batch print their consignments
instead of printing individually.

The following steps demonstrate
how easy it is to hold consignments
for batch printing.

EXPRESS SHIPPER
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Szl available label:
12435676 -
THT EXPRESS ] d !
201 COWARD STREET Class m
il
MASCOT - [Ew Label 1 Label 2 ,1_.: 00| u:t
s WELL JOMES 02 99 1999999 Sender o
Label 3 Label 4
Senders Ref, | Descr] ic(m) |
1234504BCDE CARTON 0.0270
’ Cancel ‘ Hald ] i
- Incomplete I Save |
How to hold a consignment for batch printing:
I i Once you have read and agreed to the Terms and Conditions of
Contract, the “label start position” window will be displayed.
i The options listed at the bottom of the window are cancel,
hold and print. Click “hold” and your consignment will be held for
batch printing.

‘ Opress

L

Dwemight First C

abel Start Position

Please select position of next

h31274050

/
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iZ Print Held Consignments

Consignment [receiver Ttems Weight | Senders Ref.,
625900176 ABC COMPANY 1 5 12345ABCDE
625900177 KiE COMPANY 1 101234546
625900175 123 COMPANY 1 22 1234

Cancel Edit Delete Print 21 i Print Selected :

)

—1

i To print your held consignments click on the “held consignment”

button on the toolbar which will be highlighted in red.

a A screen will appear listing all your held consignments.
At this point you have the option to cancel, edit, delete,
print all and print selected. Remember once the consignment
has been printed it cannot be edited.

b Click on the "“print all” button and the consignments listed will be printed.




For technical assistance,
please call TNT's CIT helpdesk
on 1300 851 131.

For general enquires and
bookings call 13 1l 50.

(\\(«\ www.tht.com.au
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