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1. Introduction

You chose for ExpressShipper to book your shipments with TNT Express. This manual explains you how
to use ExpressShipper, in simple steps. ExpressShipper can be used for more than just booking
shipments. You can also request tariffs, check the status of a shipment, export shipment and address

details etc. You will find all needed information in this manual.

1.1 General information

At the bottom of the ExpressShipper screen, you will see 4 menu items:

Shipping Manager: book a shipment, print documents and request a tariff or status.

2. Address Book: the sender or receiver addresses can be stored here, so that upon booking a
shipment, you can directly select the correct address.

3. Configuration: here you can for example add a new series of consignment numbers, change your
printer settings, export data, etc.

4. About: apart from the General Terms & Conditions, here you will find the version and registration

number.

In this document, the main functionalities within these menu items will be detailed. When giving

examples, a goods consignment is assumed.

1.2 Connectivity

The connectivity module (also referred to as activation key) enables the internet connection, so that for
example you can request a tariff or shipment status in real time. In the registration e-mail you received
after registering for ExpressShipper, you will find a link to this module. You can find the Connectivity
Module under ‘Downloads’ on our website.

To install, you require administrator rights and port 80 and 443 to be open in order to successfully
connect. For other technical details, such as installing the proxy server, we refer you to the installation

manual.

We advise you to activate this module, since it offers you several advantages, which will be detailed

throughout this document.
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1.3 Support

Should you need, after reading this user manual, still need extra support, you can choose from several

options:

in which you are:

At the bottom of the ExpressShipper screen, help messages will appear, depending on the field

?

Enter the zender address and receiver address. Only enter the collection or delivery addreszes if they are different to the sender and receiver addresses.
Once the origin and destinations are knowr, you will be able to select the service you require and any options that may be appropriate.

Screenshot 1: help text example

e Frequently asked guestions (FAQ). Please visit www.tnt.com | Shipping tools for answers to your

guestions.

e A demo explains the main features and you have the opportunity to discover ExpressShipper in

your own time. Go to www.tnt.com | Shipping tools

e Should you still have technical questions or issues, then contact our ICS Service Desk:

Country

Telephone number

The Netherlands

+31 (0) 30 639 83 33

Belgium / Luxemburg

+32(0) 2754 47 73

Table 1: contact details ICS Service Desk.

For commercial or operational questions, please contact our Customer Service Desk.

Country

Telephone number

The Netherlands

+31 (0) 800 1234

Belgium

+32(0) 70 233 633

Luxemburg

+ 352 357 395 220

Table 2: contact details Customer Service.
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2. Shipping manager

The shipping manager is the heart of the application. Book shipments, request tariffs, print shipping

documents and check whether your goods have already been delivered at their destination. All these

features are explained in this chapter.

2.1 Shipment overview

The Shipping Manager gives you an overview of your past bookings. Based on the status, you can easily

check whether you printed the necessary documents and whether you handed these over to the driver.

These are possible statuses:

= V¥ shipped

# ¥ pending

& [V labelled

Screenshot 2: possible statuses

e Shipped: the shipping documentation has been printed and the shipment has been handed over

to the driver.

e Pending: the booking has been saved, however, the documentation has not yet been printed.

e Labelled: the shipping documentation has been printed, but the shipment has not yet been

handed over to the driver.

2.2 Enter a booking

Step 1: Select addresses

In the ‘Shipping Manager’ menu, select ‘Add Consignment’. The first step is to fill out the address details.
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add cnsignment

packaging guidelines ’—i

check price

emplate receiver
<None> =] | | shortname contact
; o - None:
ender
shart name contact company name
[5is =] [Contact =] | | [T Evpress =l
account Company hame town postcode
[ooooozeor =] [THT Espress Brussel | [Too |
address baak edit address address hook edit address
collection short name delivery short name
’7<Nnne> hd collect from ’7<Nnna> - deliverto
senice customer reference
[<Hone> ==
options special Instructions
terms of payment collection date
[sender = [z33-2m |
save print cancel
address book configuration about ﬁ‘(}‘:f@

Screenshot 3: enter an address

There are 4 ways you can do this:

1. In case the information already exists in the address book, then select the details via ‘short

name’.

2. Select the company name of the addressee.

Open the address book by clicking on the ‘address book’ button and then select the address.

Via ‘add address’, you can enter an address directly into your address book and your booking.

If you want to use an alternative pick-up or delivery address, then indicate this in the ‘collection short

name’ or ‘delivery short name’ field. Has the address not yet been added to the address book, then

simply do so by clicking ‘collect from’ or ‘deliver to’.

E@ You want to find an address very quickly? Enter the first letters of the short name to easily find it.

Step 2: Enter the pick-up date, service and options

After entering the addresses, you need to select the service and/or option of your choice. In case you
want to ship a document, you select the service required in the ‘document services’ menu. For goods,

you select from the ‘non document services’ menu. Further in this manual you will find an example of how

to enter a booking for a goods consignment.
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ot : i - olx]l
add consignment ;

emplate recaiver
- contact
packaging guidelines [ ehone> x| | | shortname
. [ar =] [cHones =]
nder
check price short narne contact Company nams
[or =] [Contact =] | | [T Express =
account company names town postoode
[oonooasa7 =] [T Erpress [Brussel | [rooo |
address book | | editaddress address book editaddress
collection short narme delivery short narme
’7 <MNone> hd callectfram | ’7 <Monex - deliver o

senvice customer referance

<Manex

“““““ document services =5
EXPRESS (DOC)

03:00 EXPRESS (DOC)

10:00 EXPRESS (DOC) -

= special Instructions

save farint cancel

address book configuration about CL\Ci(‘D

Screenshot 3: select a service

You can select one or several options, depending on the service you opted for. As standard, the pick-up
date is set at the date of entry and the sender pays the shipment’s cost. Both are customisable.

Lastly, you are also able to enter a customer reference and special instructions. The reference will later
on be mentioned on the invoice and is moreover handy to check a status via Track & Trace on line. The
‘special instructions’ field allows you to add extra information, for example destined for the driver who will

deliver your parcel.

Step 3: Enter shipment details

If you require insurance, then select ‘insurance’, with these fields being obligatory:

e ‘consignment currency’
e ‘consignment value’

e ‘insurance value’

In case you ship outside of the EU, the first two fields mentioned here are obligatory also, as is a
commercial invoice. The latter can be generated using your own software; however, ExpressShipper also
offers this feature. Click on the ‘commercial invoice’ button to generate a commercial invoice with

ExpressShipper.

The next step is to enter the parcel details: a correct description of the content, dimensions and weight.

When shipping several parcels to the same destination, you can add these via ‘add package’.

You can opt for the total numbers and weights, or have the details per item; with the item / total function.
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=10l x]

ipper

add cnsignment xpressShipper |

packaging guidslines consignment currency
Euro hd

check price ¥ insurance

™ customs contralled

consignmentvalue insurance value tariff code
[5a0.00 [ono0

package details

itermn —

qoods description quantity | weight lenath width height total valume
E eclronic parls 1 12,000 Kgs. 10Cm 20Cm 30Cm 0,005 m3

totals |1 12,000 Kgs | 0.006m3
add package commercial invoice
<< hack Save farint cancel
?
address book configuration about ﬁ\(}'f@
o

Screenshot 4: entering shipment details

Now, after entering all required details for shipping, you have 2 options:

1. You save your booking (see paragraph 2.3)
2. You straight away print the shipping documentation (see paragraph 2.4)

2.3 Save a booking

You can (temporarily) save a booking, when for example you have not yet obtained all necessary

information. It means you temporarily park your booking. In the Shipping Manager, you will notice this

booking has been attributed the status ‘pending’ (see paragraph 2.1). You cannot yet hand this parcel

over to a driver, since the shipping documents still have to be printed.

2.4 (Re-)print shipping documents

Once all the necessary details have been entered, you can print the shipping documents. In case you

forgot to complete obligatory fields, ExpressShipper will alert you.
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aal

add consignment

—loix]

packaging consigniment currency
I<Nnr\a> LI
check price ™ insurance
™ customs controlled
consignment value insurance value tarifl code
[o.00 Jo.oo
package details
(- itern |
gnods description quantity | weight ® length widthn height tatal volume
carton 1 1 0,000 Kgs. 10Cm. 20Cm. 30 Cm. 0,006 m2
x|
BIror messages
30041555 - Weight is less than or equalta zera S [ L
B0047160F - Package "carton 1 must have an item weight areater than or equal to 0.001
cancel
?
Warnng messages —_— " .
™
1000,
Edit

Screenshot 5: example of an alert that an obligatory field has not been completed.

You are then able to adjust the information and afterwards print the shipping documentation. There is

also the possibility to re-print these documents, using the ‘reprint documentation’ option.

From the moment you have printed the shipping documents, you cannot alter any details. However, you

can still remove the shipment.

2.5 Change a booking

Shipments with a ‘pending’ or ‘labelled’ status can still be changed, click in the shipping manager on ‘edit
consignment’ or double-click the actual consignment. You do need to re-print the shipping documents, for
the changes to be saved as well in ExpressShipper as to be mentioned on the documents. Shipments

with a ‘shipped’ status cannot be altered.

2.6 Remove a booking

A shipment with status ‘pending’ or ‘labelled’ can still be deleted. Simply choose ‘delete consignment’ in

the left menu of the shipping manager.
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= B v

shipping manage

o = |

B ExpressShipper:

add cansignment search text filter fram filter to
253201 = 25-3-2m =
edit consignment seareh I _I I J
consignment number | customer reference collection date receiver name service package:
wiew consignment # GE180112496wh 25-3-2011 TNT Express 15N 1
delete consignment
frint docurmentation
Confirm x
? Are you sure you wish to delete the selected consignments?
manifiest \#
collection Yoo N
check price
my THT login 4 | _bl
refresh - =
#. W pending & W labelled & ¥ shipped # 7 template
?
address book corffiguration about (‘}\(J:_l\@
e NN

Screenshot 6: deleting a consignment

You will be asked whether you are sure you want to remove the booking, before being permanently
deleted.

2.7 Generate templates

In case you regularly enter shipments with the same details, you can apply templates. Select ‘templates’

in the shipping manager:

# ¥ template

Screenshot 7: generate templates.

In the shipping manager you have a choice of 50 templates. By double-clicking on one of these
templates, you can start to enter booking details. However, not all information fields are obligatory, and
you are able to leave the fields for which information is still missing blank. You can then save the

template under an identifiable name.

Upon booking a shipment, you can immediately select a template, and all saved data will be entered

automatically.
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add consignment

R o

il
emplate receiver
contact
packaging guidelines ITE"’D‘EItE15 shortname
|<Nune> ;l! |<Nune> ;l
. campany name
check price I j
towin postcode
Torpiae 22 \ | |
address book | | add address address hook add address
collection short name delivery short narme
’7 <None> hd collect fram ‘ ’7<Nnna> - deliverto

senice customer reference

[<Nones EIL|

options special Instructions

terms of payment collection date

[Sender = [z9320m |

save print cancel
Enter the sender address and receiver address. Only enter the collzction or delivery addresses if they are different to the sender and receiver addresses.
” Onee the arigin and destinations are known, you will be able to select the service you require and any options that may be sppropriate.
=
address book configuration about m

Screenshot 8: choosing a template

2.8 Print a manifest

In previous paragraphs you were explained how to book a shipment and how to print the respective
documentation. Before handing over your shipment to the driver, you need a manifest. By printing the
manifest, you close the day. Click on the ‘manifest’ option in the shipping manager and you will see the
following screen:

print manifest

rselect manifest print
manifest date manifest number
29-3-2011 = [<Nores =
rselect manifest type
[ int both intemational and domestic manifests =
the detailed manifestwill he printed automatically.
[¥ print summary manifest
print cancel
H
address book corfiguration about m

Screenshot 9: printing a manifest.

Only consignments for which you have printed shipping documentation, can be included on the manifest.

By default, all shipments for which you printed the documentation; are listed on the manifest. However,
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you can also choose to only list a selection, by using the ctrl button while ticking the shipments you want
on the manifest. Shipments with a ‘pending’ status can never be listed on a manifest.

Printing a manifest can be done in 2 ways:

1. Summary manifest: by default, 2 copies of this document are printed. Your copy needs to be

signed by the TNT Express driver and is yours to keep, the second copy needs to be signed by
yourself before being handed over to the driver.

2. Detail manifest: this document is to be handed over to the driver.

0 A good quality printing solution of the 2D barcode on the detail manifest is very important. So please make
sure this barcode is readable on the manifest.

2.9 Request a collection

If you already have an arrangement with TNT Express that a driver arrives each day at a set time, you do

not need to request a collction. However, in case no agreement has been made, you can arrange a

collection online via ExpressShipper. Just go to ‘collection’ and fill out the form as shown on the
screenshot below:

s=s ExpressShipper .

request a collection

arrange collection

elocome to the TNT Express collection sewvice. If you have an express package to send simply tell
us where it is and when it will be ready and we will come and collect

collection counts |p|nmr select j
your location [same location =]
is this shipment international? please select ®
i continue
Intellectual and other proparty rightsto the informatian cantained in this site are held by TNT Holding B\, with all rights
reserved © 2003
close
ffff 5 boo W bout =YY
INT
=

Screenshot 10: requesting a collection

Obviously, you can also contact the Customer Service Desk to request a collection.
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2.10 Calculate a tariff
Please check beforehand whether the activation key has been installed (see paragraph 1.2). This

additional software application makes it so much easier for you to request tariff and status information

and to save this information in the shipping manager. We advise you to use this key.

Once you see these 8 filters in the shipping manager, the activation key has been installed:

= [l shipped | [ pending = [#]lakelled # [Ftemplate
W] [ deliversd & [# intrancit A [¥]excaption / [¥]no =tatus

Screenshot 11: filters in the shipping manager.

If you see 4 possibilities, you can find more information in paragraph 1.2 on installing the activation key.

You can request a tariff in 2 ways:

1. You select a booked shipment and then click ‘check price’. Based on the entered data, a tariff will

be requested. You can then save this tariff in the shipping manager by clicking ‘apply’.

2. Should you need a tariff indication before booking, then use the ‘adhoc price check’: enter the

sender, receiver and shipment details to receive a tariff indication for the service you selected.

W To request your personal tariffs, your account number must have been registered for

ExpressShipper.

2.11 Track a shipment

Also for tracking, we advise you to install the activation key (see paragraph 1.2 for more information).

When using the option ‘track selected’, you can track a selection of shipments: press the ctrl button while

selecting the shipments. The result will look as follows:
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=== ExpressShipper WARNIMG: THIS APPLICATION IS CURRENTLY USING A TEST CONFIGURATION

track
conreclionsldus
corneacting b THT o
serviing acking rmowact o THT

senrch tad acsiving racking data

| - FOD imeage ra bonger svalable -
COrEg rment nambel cutomer 1efaience cummap staus pod image daeina on firal It
i a1 T - EL IR T
GEE1 83902224 DEL & TAD YLIAN 51
[GE ESOAZIERN W DEL CHEK LAF KOF 5l
GEERIAZTOATL CEL CHEE LA&P KDF 5l
GE 720050125 DEL * SINGAFORE 51
IS TGN L RFF T riFi - MR P4 1
L ¥

cansignmeant hisione
dake time: belicn Al
AT 2005 N m HER Shipment Delverad I G ned Condiion. ~
0G0 £2003 034100 HEG Ot For Dediverny
BT 72008 1gEm HEG Shipment Hel InWarehouss, Falow Up..
— o - S

close
address book confiquration Ak ("},\(‘\"J\(‘}
Qadress DA canTIgurana anou . 1
- ¥

Screenshot 12: tracking shipments

Another advantage is that you can immediately open the signature for reception; this is the proof that the
receiver signed for reception.

Once this signature is available (in pdf), you will see this when the orange star icon appears: *. Click on
‘pod image’ on the left-hand side in the menu to open the signature pdf.

When you click ‘close’, the statuses are stored in the shipping manager.

2.12 Types of shipment

Several types of shipments can be booked via ExpressShipper. In previous paragraphs, an example of a
goods consignment (non documents) has been described; however, the same procedure is applicable for
other kinds of shipments:

e Document shipments;
e Customs controlled shipments

e Dangerous goods.

Document shipments

When you want to ship documents, choose a service in the ‘document services’ menu. After this, and
possibly adding an extra option, you can enter the number of parcels and the weight. The last step is
printing the shipping documents. So, a document shipment requires less data to be entered than a goods

shipment.
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Customs controlled shipments

Shipments with a destination outside the EU, are customs controlled. These require the currency to be
selected and the value of the shipment to be entered. A commercial invoice is also obligatory for these
kind of shipments. You can generate a commercial invoice in ExpressShipper, but also in your own

system. Click on ‘commercial invoice’ to generate the commercial invoice in ExpressShipper.

If you want to ship customs controlled consignments outside the EU, tick in the second screen the option
‘customs controlled’. Secondly, select the currency, enter the shipment value and generate a commercial

invoice. Then end the procedure as normal.

Dangerous goods

While booking, you have a choice out of several optional services, such as insurance or priority. You also
have the possibility to ship dangerous goods, since legally we can offer you a couple of default
Dangerous Goods options. To book a Dangerous Goods shipment, you just tick this option. In the
second booking screen you can then select a subtype, such as dry ice or limited quantities. Lastly, enter

the UN number and the packaging group, to complete the booking.
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3. Address book

The address book enables you to store the addresses of all your contacts. This makes booking a

shipment so much easier, since you can select the correct address directly from the address book.

There are 4 different kinds of addresses:

A 0N PF

Sender address
Pick-up address
Receiver address

Delivery address

Per type, you can add, edit or delete addresses. When you double click on an address, the information

linked to it, will become visible for you to edit as required.

You can also add one or more contacts to an address, by choosing ‘manage contacts’. With ‘add

contact’, you can add contacts and select one of these as your default contact. Obviously you can edit or

delete contacts at any time.

manage contacts

4 o = = LI
xp'ressSb_i[iper.:_

add contact search iext

search

edit contact
name

delete contact Contact 1
Contact 2

unset default contact

refresh

default contact

?

shipping manager

telephone number fax number Emai address
0032 70 233 633
0032 70 233 633

close

configuration about (_JJ/ J_\J/(‘_I:)

Screenshot 13: managing contacts

The procedure to import and export addresses, is detailed in paragraph 4.2.
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4. Configuration

Via the configuration menu, you can manage several settings. Some of which, such as ‘connection
settings’ and ‘back up and restore’ are not part of this user manual. For more information on these

settings, we refer you to the installation manual. We also advise you to back up your data regularly.

What will be elaborated in this paragraph, are the following items:

e Add consignment numbers;

e Import and export addresses;
e Printer settings;

e Export data;

e Manage articles and packaging.

4.1 Add consignment numbers
To each shipment you book, ExpressShipper allocates a consignment number. At a certain point in time,

all consignment numbers have been used and you will need to contact the Service Desk. Go to
paragraph 1.3 for the contact details.

Adding a new range of consignment numbers is done as follows:

cen ExpressShipper ==
add consignment range

registrafion number MLT0045A

consignment range code

Ok cancel

?

shipping manager address book about 6‘\(}]\(_‘9

Yot N

Screenshot 14: adding new consignment numbers.
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ExpressShipper will indicate the quantity of available consignment numbers before you will need to

request a new consignment range.

wour consignment has been allocated the number

GE18071281 488

wou currently hawe 94 consignment numbers availahle

wiould you like to add another consignment?

es Mo

Screenshot 15: consignment numbers available.

@ Please keep your account number and your ExpressShipper Registration number handy when requesting a
new consignment range. The latter is mentioned in the ‘Add consignment range’ and the ‘About’ sections.

4.2 Import and export addresses

To import and export addresses, go to ‘address import’. Two types of files are available:

e csv, comma delimited. This format is applicable to import addresses from your own system, or for
instance Excel or Access.

e ExpressShipper csv. This format can be used to re-import addresses that have previously been
exported already from ExpressShipper.

If you want to import your own .csv file, then please use this format:

CSV (Comma Delimited) Address Import Format
Field Field Name Type Width Dec  Datzbase Fields
Column 1 2 3 4 3
DATABASE FIELDS EXPORT FIELDS
1 Short Name C 15 0 as is
Full Name C 30 0 as is
3 Linel Cc 30 0 as is
4 Linel2 C 30 0 as is
3 Lined Cc 30 0 as is
& Town Cc 30 0 as is
7 Postcode C 9 0 asis
e Province Cc 30 0 as is
k] CountryCode C 3 0 as is
10 CountryName C 30 0 as is
11 Tell C 16 0 as is
12 Faxl c 16 Q asis
13 Contact C 22 0 as is
14 Account Cc 9 0 as is
15 VAT c 20 0 as is
16 Email C 50 0 asis
17 Address Type C 1 0 S=SENDER, C=COLLECTION,
R=RECEIVER, D=DELIVERY
A comma is used te separate =2ach of the fields,

Screenshot 16: address import file format.
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You can browse to the file you want to import, select it and import it in ExpressShipper. ExpressShipper

will indicate whether the import was successful.

Addresses, like shipment details, can also be exported. Please go to paragraph 4.3 for more information.

4.3 Export data

The option ‘export data to file’ enables you to export shipment and address details.

Exporting address data
You can choose from 3 formats, namely: ‘fixed’, ‘re-importable’ and ‘delimited’. Should you choose the
latter, then also select the required delimiter.

You can export all addresses at once, or choose just one of a couple of address types. Indicate the file

destination in the ‘export path’ field and click ‘export’.

P = |
exporttype
[ address =l delimiter [~ quote alphanumerics
file format _;l ™ quate numerics
[ demiced E ﬁ [ inclucis header
export path -
J.
export addresse: TAB
I all
[ sender
¥ receiver
¥ collection
F delivery
progress
[
close
) Pleisse selsct the defimiter type for your sxport
=
shipping manager address book hout (f‘GJ(D

Screenshot 17: exporting address data.

Exporting shipment details

Shipment details can be exported as well, in two file formats: fixed or delimited. When choosing the
delimited option, also select the delimiter.

Select the information you would like to export and whether or not calendar dates have to be included.

Enter the destination of the file and click ‘export’.
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: = lolx=]
export
exporttype
consighment & delimiter ™ quote alphanumerics
file farmat - B I quote numerics
delimited -] I include header
fined
Ll
export consignment information:
[ al ¥ use dates
= W shipped
= [ labelled from  [2g.3.2011 -
* endin
% [ pendling to e -
# [ template
progress

close
.? Please select the format of your sxport

shipping manager address book. about m

Figuur 18: exporting shipment details

4.4 Printer settings

You can choose which printer you want the documents to be printed on. The printer has to be HP
compatible however.

The default setting is ‘windows default printer’, but you can adjust this per document type.

pper

document printer setup

document profile type search text
edit document search
apply selected to all document description » printer name copies | paper source paper sizs
Address Labels 1
Commercial Invoice 1
efesh Con Nate 1
Detailed Manifest 1
Summary Manifest 2
a| | |
carrier licence number
close
-
shipping manager address book about m

Screenshot 19: document printer set up.
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In the ‘document profile type’ you can select how the printer settings are stored:

e For you (personal);
e Locally (local);

e For all ExpressShipper network users (generic).

You can choose the required printer per document: double-click on the document’s name or select a
document and click ‘edit document’. In  Screenshot 20 you can see the configuration possibilities, such as
the number of copies and the paper size. At the end, you can save the settings, which by clicking on
‘apply selected to all’ become the settings for all documents.

edit document printer
document description
Summnary Manifest [¥] print enabled
frinter arientation
printer origntation fixed
SANLMHOST025BHLSAFECOM A
copies @ portrait
2 landscape d
paper marging
size [lenabled
[24 -
SOUICE 0 0
[Tz -
Ok cancel
?
shipping manager address book about GJ\GJ‘@
=

Screenshot 20: edit document printer.

ExpressShipper prints the address label on A6 format. The printer configuration can be automatically
detected by the printer; however, sometimes you will have to set the printer configuration manually:
‘Envelope # 10’ is also a usable format. Select this format in the ExpressShipper printer settings, and set

the left margins at 95.

4.5 Goods and article maintenance

Via ‘goods maintenance’ and ‘article maintenance’ you can set the type of packaging and articles, which
can be used while booking a shipment. This way, you don’t have to enter this information each time you

book a shipment.
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Goods maintenance
Via ‘add goods item’ you can add goods descriptions: you name the item and enter the dimensions and
weight. While booking, you can select this description and the data are entered automatically. You can

still change these settings or set a description as default.

add goods item

goods description
[Elecvenic equipment

weaight length wiclth height volume

15,000 Kas, 25 Cm X 35 Cm x 45 Cm. = |DHEE

m3

QK cancel

?

shipping manager address book ahout C}‘(JCJ‘(D

Screenshot 21: add goods item.

Article maintenance

Apart from packaging, you can also add article settings to use for bookings. This is done in the same way
as for types of packaging.

Select ‘add article’ and enter the article code, together with the weight, value and origin of the article, then
save this entry. You can still change the settings or add other articles.

When you generate a commercial invoice, you can select the article.
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5. Managing shipping documentation

5.1 Address label

The address label contains the standard data for your shipment, such as the address, weight, dimensions

and service. This document has to be clearly readable and put on your consignment in a so called plastic

pouch. In case your shipment contains more than 1 parcel, you need to print an address label for each

individual parcel.

Spren v ierrorat 108,060

Sender: TNT Account : 000003607

TNT Exeresf 0@0

Straat 'eg | { I

i"z”%&ef\%’ Il

Neth 4.

erheriands *GE180112828WW*
contact: Contact Sender Ref :

Tel: 0123-456789

Delivery Address
TNT Express
Rue 8

Basel

4013
Switzerland

contact: Contact 1
Tel: 0032 70 233 633

Description of Goods  Shipping Date: 13 Apr 2011

Box
Dimensions: 30cm x 40cm x S0cm

Special Delivery Instructions

Service & Options

Oop
(15N) EXPRESS (NON-DOC)

No. Of Pieces
l1of1l
Consignment Weight
15.000Kgs

5.2 Consignment note

Screenshot 22: example of an address label.

A consignment note can be printed for instance when a parcel is being shipped to a destination outside

the EU. ExpressShipper prints this document automatically when necessary for the destination. Two

kinds of consignment notes can be printed:

1. Receiver copy. This consignment note has to accompany the parcel.

2. Customs copy. This consignment note is to be handed over to the TNT driver.
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1. From (Collection Address)

| Sender's AccountNo.. 000003605

Name: TNT NL
| Adgress: Meidoornkade 14
e e \ ———
Province: Country: Nethexlands ¥ you have an enquiy. \
| ContactNeme: Francien __ TelNo: 065135338 GB469279444Ww |

‘ City. ,mmum PostaliZip Code:. 46446
Province. = _Country. Germany
Contact Name. TelNo. — _—
‘General Description Receiver's VAT/TVABTWMWST No.__
Lest g .
o - . Invoce value of dubadies
- - Cumency. _Euro - Value: 50.00 -

Stat.No: 1234 _Check:
Tots Packages: 1 ___Total Weight: 12.000KgsTotal Volume: 0. 002 m*
4. Services

Service: xpress (non-doc) NON_DANGERQUS GOORS
Options:.

_SENDER PAYS
Insurance Currency: Value:

— Copy

Dete_18 uay 3011

Screenshot 23: example of a consignment note (customs copy).

5.3 Manifest

There are 2 kinds of manifests:

1. Detail manifest: this manifest is printed for each shipment and includes all the shipment’s details.
It is important you print these documents and hand them over to the driver, since TNT Express

uses these manifests to process the data of your shipment. Make sure the barcode is always
printed in high quality.

OED SEALECTION MAMFENT GETAL) - GTHIRS (BENGER PAYS - 114 re o

[ T
P et 1 1 B L T

et — s AT B B s

!
P!

1

{
!

R

Screenshot 24: detail manifest.

aﬂ To avoid any possible delay, it is very important that the barcode is printed in high quality on the detail
manifest. Have a look at the example above.
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2. Summary manifest: the summary manifest by default is printed twice. One copy is to be signed
by the TNT driver and yours to keep, the other copy is to be signed by you and to be handed

over to the TNT driver.

COLLECTION MANIFEST (SUMMARY) - 1915

Page: 2012
Date: 13 Apr2011

1234 AA. Netberlands

Waeight T T
(Ka%) Shipper Ret. Receiver ciy Oestination Service

8 by TNT o a designated agent of TNT and a check of the number
been undertaken by TNT

Screenshot 25: summary manifest.

5.4 Commercial invoice

A commercial invoice is obligatory for customs controlled consignments and needs to be printed 6-fold, of
which 1 copy has to accompany the consignment. The other copies are to be handed over to the TNT
driver.

You can generate the commercial invoice in ExpressShipper, but also in your own system. It is of great
importance to add the commercial invoice to your customs controlled parcel, in order not to incur any

unnecessary delay.
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s Commercial Invoice
Straatweg 1 1
| Invoice Number: 12345678
Amsterdam Shipping Date: 13 April 2011
1234 AA Consignment Number: GE180112828WW
Metheriands Purchase Order Number:
Invoice Currency: Eura
Sender Contact Reason for Exportation: (Sale/Retumn)
Mame: Contact | Sender VAT number:
Telephane : 0123-456789 | | Receiver VAT number:
Ermail ||
Beceiver Address  Delivery (If differgnt from receiver]
THNT Express ll |
Rue 8 |
Basel |
4013 ‘
Switzeriand
|Delivery Contact (f different from recsiver)
Name : Contact 1 | Narne :
Telephone - 0032 70 233 633 | Tetephone ;
Email : |Emad ;
Cuantity Units  Unit Weeight (kgs) Total Waight (kgs) HS Tar#l Code Couniry of Origin Unit Walus Total Vabue
1 15,000 15,000 1234 Netherlands 0,00 50,00
Bax
Total Weight 15,000 kgs | Discount 0,00
| Invoice Sub-Total 50,00
Freight Charges 0,00
| Insurance 0,00
| Other Charges 0,00
INCO Terms | | Invoice Total 50,00 |
1 DECLARE THAT TO THE BEST OF MY KNOWLEDGE THE INFORMATION ON THIS INVOICE IS
TRUE AND CORRECT
Shipper Name and Job Title r Signatura Date
Contact 13-4-2011
Screenshot 26: example of a commercial invoice.
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