MyTNT — Short manual

Create your shipment in 4 steps
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Welcome

In this short overview we want to show you how easy it is to create a shipment in
myTNT. You only need to follow 4 steps to automatically inform the driver to pick up
your goods.

In this manual all mandatory fields of the basic steps are explained as well as additional
options are shown.
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In the middle of this starting page you can get a first price indication for your shipment
by entering only some minimum details. At the left hand side you will see the menu:

From here you can start the following activities:

Create a shipment: in four steps to the booking (described below)
» send shipment or receive shipment
* use atemplate
My shipments: various functions for already created shipments
Address book: look up and manage your saved addresses
Settings (top right of the screen with a click on your login name)

% Dashboard

£ Ship

Ter

A+ My shipments

= Address book

¢_» Support
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Create shipment — Step 1

Enter Details = Select service = Confirm = Print

In the first step we need from you:
* thereceiver address (per data entry or to be selected from the address book)

* some shipment details: quantity, weight and dimensions
(for international shipments the shipment value might be mandatory)

* agoods description (usual for trade)

The following options are available:

«  deviating pick up or delivery address

*  space for your reference, pick up or delivery instructions
» details about dangerous goods

» selection of the invoice payer

Create shipment - Asquired
e
(&) Sender s
ls"‘“'"s'm“' Please enter receiver
TNT EXPRESS GMSH TESTHONR. (070713446)
address here or select

N from address book.

Receiver

Py SN e —r— Quantity, weight and
dimensions are
mandatory fields to
offer you suitable
Pa— Tieas Langen+ = lw'-m- ] luﬂsw = lww services.

|1 Vlan! V||

Shipment details

# Touloum Qe veume B Temlwech:
1itama 001! = e

Goods description® (7) Value - optianal ()

| | Please describe shortly

Sctaic the content of your
eser iman oy o @) [ M| v | shipment. Is it

stackable and does it
Doms i gmar conin s ngssoes ()| e | vee | contain dangerous
goods?

() Eilling information

Wha will pay Tar the shinment?* (7)

| TNT EXPRESS GMSH TESTHONR. (You) - ‘
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Create shipment — Step 2
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Enter details = Select service = Confirm

=» Print

In step two you have to:

* select a service
* manage a pick up

Additionally the following options are available:

*  change the pick up day up to 9 days in the future
* various service options offered separately to the different services

Please choose a service

Collection date in Troisdor*

Tomaorrow v
Delhvery data Service Booking /qsum
O 160ct2020 £00 Bxress (razmesr) 41} Book befiors 18:00 - 15 Oct 2020 €106.76
O 160ct2020 500 Express &Y Book before 1300 - 15 Oct 2020 £70.81
O 16 Oct 2020 A0:00 Express & Book befiore 18:00 - 13 Oct 2020 £59.69
O 160t 2020 1200 Bxpress. (gasremes ) &) Book before 18:00 - 17 Oct 2020 £46.00
) 16 Oct 2020 Exprass 2% Book befors 1800 - 15 Oct 2020 £46.00
@ 16 Oct 2020 A0:00 Express % Book before 18:00 - 15 Oct 2020 €£60.60

Preferred collection window
£ Creste s new collaction window
Collection window must be 50 minutes or more

From* To*
10:30 w | | 1830 w |
Additional options

2o 500 EUR]  (F)

Additional insurance ifor goods with a value abave 2500 EUR] CI

—

€60.69

Bevorzugie Zustellung

Persanliche Zustzllung

Price with options:

myTNT - Short manual | Effective 07 | 2020

Select the service you

want to use.

As soon as you have

selected a service the

following window will

be presented where

you can:

» change the pick up
time

* select further options
for the chosen
service
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Create shipment — Step 3

Enter details > Select service = Confirm = Print

In the third step you are asked to:
» check your entered details again
« finally book the shipment

Please check all your

shipment details.

Confirm and pay your booking *
Collection and delivery Shipment details -
Shipping costs
Q) From THT Express GMBH / CIT ((=ou ) Total it=ms: 1
| Coll=ction on Thursday, 13 October 2020 2 1xBax - 20 % 30% 2em - L9kg 1C:00 Express
| between 10:30 and 19:30
| Address detais v Gods descriztion el VAT €69.69
i MyTHT maruals
‘$‘ To Mustermann KG
Dalivery on Fridey. 16 October 2020 (10:00 VAT =L
P Tl fincL VAT) €80.84
sesm asia e Fayment on mvoice
mvoace will be sentto
TNT Express GMBH / CIT
THT account number: 070237176
WAT nurmber. 0
Clicking Finalise shipment’ means you agrees to THT s Terms & Conditions.
e

With clicking on
.Finalise shipment* you

agree as well to the
Terms and Conditions
of TNT.
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Create shipment — Step 4
Enter details =» Select service =» Confirm -> Print

In the fourth step you are requested to:

* create the shipping documents and print them afterwards
« attach the label to the shipment

« sign the Detail Manifest and hand it over to the TNT driver

Optionally you can:
* create of a commercial invoice for customs controlled shipments

Your shipment is booked This is a list of

documents which you

Print shipping documents are requested to print.

Direct printing is disabled @
Please print all required docurnents before our driver arrives.

You can print now or choose to print the shipping documents at the
of the day and in one go for all your shiprments.

Select which documents you would like to pri YOUI’ p|Ck Up I’equest
'One label per package will be printed. Affix the label firmly to IS bOOked under the
';‘1&\:3::'! ?"-Ei:ﬁ :"'_\::vr packages making sure that the bar booklng number
shown here.

~  Shipping label

~  Detailed manifest

~  Consignment note Based on your shipmentis) 1 - 3 copies will be printed.

Please stick to
the shipment

Do you have a label printer?|
odgn  COL Piokus Dale:

Ry

~HNJ

Generate A6 sized ShiDDiq; label

Generate documens

MEM - BE7T 14

>

-
You can use these numbers to track your shipment [we've also sent you an email with themn
included). It can take up to eight hours before you're able to start tracking.

SHIPMENT NUMBER
100420283

BOOKING NUMBER
COL 881087

Please sign and
hand over to the
TNT driver.

@ Don't forget your commercial invoice

You can create one guickly using our invoice genserator or you Can use your own
template.

Create invoice
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myTNT offers as well a lot of other functions which are not listed here.

Feel free to have a look at the tool.
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Express

A lot of useful information you can find as well in the Support section of the application.

& My shipments

2= Address book

¢ Supnort

Support

About myTNT 2
> Whatis myTNT?

> What's the difference between myTNT Land
myTNT2

% Returning to myTNT 1
About myTNT 2

Preparing a shipment
» Packing boxes

» Packing your first shipment

¥ Shipping labels and documents
Preparing a shipment
Tracking

¥ Proof of Delivery

% Tracking your shipment

» Tracking statuses explained

Tracking

@ Send a Message

Account
» Whatis acompany in myTNT?
> Whatis a shipping accourt?

> Adding users to your company

Pricing and payments
3 Standard surcharges
» What is your quote based on?

> Difference between quote and final invoice

Pricing and payments

Contact Us

Booking a shipment
» Collection date and time range
3 Package detais

> Receiver address

Booking a shipment

Shipment options
> Seriices overview
¥ Shipment types

» Enhanced Liability

% Call Us: +49 1806900800

TNT EXPRESS GMBH | ZENTRALE | HABERSTTRASSE 2 | 53842 TROISDORF | WWW.TNT.COM |
UST.-ID.-NR.: DE 812 696 740 | AMTSGERICHT SIEGBURG HRB 6313
GESCHAFTSFUHRER: STEFAN DRIES, TANER KARACAN, SVEN KISCHE
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