
Express Import system

Guide for senders



TNT’s Express Import system
An easy online tool that makes it easier for senders and receivers to 
organise import shipments.

TNT’s Express Import system is an easy way for TNT customers to request 
and pay for collection of goods from 170 countries.

You—as the sender of the goods—are invited to take part in the import 
shipment process via an invitation e-mail. By clicking the hyperlink in the 
e-mail, you immediately gain access to the Express Import system where 
you can enter the size and weight of the requested goods.

TNT’s Express Import system makes it easy for you to fulfil your 
customer’s orders quickly and efficiently.

Here’s how the Express Import system works:
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Someone who would like to arrange and pay for a shipment to be collected from 
your company and sent to theirs, initiates a request. They enter information about 
goods they want to receive, as well as your name and e-mail address into the Express 
Import system.
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When the receiver chooses to obtain a quote, they get an e-mail outlining the 
price of each available service based on size and weight of the goods (as entered by 
you). Once they choose the service they prefer, the system sends you all the needed 
shipping documentation and instructions for preparing the shipment.

If the receiver opts to not obtain a quote, they select the service they want 
when submitting their request. In this case, the system sends documentation to you 
immediately after you enter shipment details. (If the size or weight of the requested 
goods are not covered by the service the receiver selected, they will receive an e-mail 
showing the available service options and asking them to select a different service.)

Because Express Import is available on a 
large range of  TNT’s services—from time 
definite to Economy Express—the receiver 
has control over the speed of delivery and 
cost. Therefore, they have the option of 
getting a price quote before the goods are 
shipped.
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After the receiver enters a request, the Express Import system automatically sends 
you an email, with a hyperlink directing you to the system to enter shipment details. 
You don’t need a password, PIN code or account number.
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Even if you have a TNT 
account, access to the 
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possible only through the 
invitation e-mail. 



When you click the hyperlink, you see 
information about the requested goods 
to be collected. To accept the invitation,  
simply enter the size and weight of the 
goods. 

You may also decline the invitation in 
the system. You may choose to decline if, 
for instance, the requested goods are out of stock. When you decline an invitation, the 
receiver is promptly notified via e-mail and given the reason you selected.

If the receiver 
requested a price 
quote, they will 
receive an e-mail 
containing a link to 
the quote based on 
the size and weight 
you entered.
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Sender receives 
shipping documents

When the booking is complete—
meaning the receiver has selected the 
service they want either with or without 
approving a price quote—you receive 
an e-mail with instructions for preparing 
the shipment. 
Attached to this e-mail are:

   • TNT Terms & Conditions

   • A consignment note (4 pages)

   • A commercial invoice (if applicable)

You are asked to read the Terms & Conditions, print the consignment note and 
invoice (if applicable) and attach these to the package.

Please note that you must leave the package open so the TNT driver can inspect the 
goods.

6.



You can track & 
trace your collection 

at any point.

Shipment is transported.
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Where do I start?

Shipment is delivered 
to receiver

When the documentation is 
generated, the shipment is 
automatically entered into TNT’s 
booking system and scheduled for 
collection. 

A TNT driver will come by and collect 
the package, and it will be delivered to 
the receiver. It’s that simple.
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Questions and answers
Getting started

What is the “order request” e-mail I received? 
The e-mail is your invitation to participate in arranging collection of goods that another party 
(e.g. your customer) would like to receive. When you click the hyperlink in the e-mail, you will 
immediately gain access to the Express Import system where you can enter the shipment details 
and fulfil the order, or decline the invitation.

Do I have to register to use the Express Import system?
As a sender, you do not have to register to use the Express Import system. If you would like to 
use the system to arrange collections of your own, simply register for myTNT through 
www.tnt.com.au

How do I log into the Express Import system?
Simply click the hyperlink in the invitation e-mail. Even if you have a TNT account or use myTNT, 
these cannot be used to process outbound shipments.

What information do I need to process the order?
All you need are the size and weight of the goods to be shipped. For all shipments you must 
include an invoice for the goods. You can use your own invoice or use the Express Import system 
to generate an invoice. In this case, the system will ask you to provide your VAT number, the 
country of origin of the goods and other information.

Is my information secure?
Yes. The Express Import system is secure. As an added security precaution, the system times 
out after 15 minutes to prevent unauthorised use. The TNT Terms & Conditions and disclaimer 
provide more details about online security. 



Managing the process

What if I do not have the requested number of items in stock? 
If there is a discrepancy between what is requested and what you have available, you can either 
decline the invitation or e-mail the receiver directly. To assist, you will find the receiver’s e-mail 
address in the order details.

I’m expecting an order, but don’t see the e-mail invitation. What should I do? 
It may take the system a few minutes to process an order. If you suspect that the receiver may 
have misspelled your e-mail address, contact the receiver directly. The Express Import system will 
not automatically notify the receiver of an incorrect e-mail address.

What if I want to decline an invitation? 
It is possible to decline an invitation. Simply follow the instructions on the screen and indicate your 
reason for declining. The receiver will be notified that you have declined the request and be given 
your reason for doing so.

What if I make a mistake with the shipment details?
If you make a mistake in the shipment details and have already submitted them, please cancel the 
order in the system and contact your receiver directly with a request to send you a new invitation.

How do I cancel an order?
If you have already entered in the shipment details and need to cancel it (for example, because of 
a change in circumstance or insufficient stock levels), click on the link in your invitation email from 
the receiver. You will be taken to the “Overview” screen in the Express Import system. Click on 
the “Cancel” button, and then select the reason for your need to cancel the order.  You have now 
cancelled the order and an email will be sent to the receiver detailing the reason for the order 
cancellation. 

What happens if I click on a link and it has expired?
The hyperlink in an invitation email expires after 24 hours of having landed in your Inbox. If you 
click on the link and it takes you to a screen in the Express Import system that states, “This order 
is no longer available”, the best course of action would be to contact the receiver directly to 
organise a new invitation.



Preparing the package

Where is my shipping documentation? 
Shipping documentation (such as TNT Terms and Conditions of shipping, a consignment note, and 
commercial invoice, if applicable) will be sent to your email (the same e-mail address the invitation 
was sent to). This happens either after you press “submit” or after the receiver approves a price 
quote. You will know whether the receiver requested a quote after you submit the shipment 
details. You can revisit this by clicking on the link in the e-mail invitation. 

How do I prepare documents for customs clearance?
As outlined above, basic shipping documentation will be provided to you via e-mail upon pressing 
the “submit” button, or after the receiver approves the price quote. If you have any doubts about 
any further documentation that you may need, please call your local TNT customer service 
representative for assistance. 

Why do I have to leave the package open?
Leaving the package open for inspection is part of TNT’s “Unknown Shipper” policy. Because you 
as an Express Import system sender are not authenticated by TNT, the goods must be inspected 
for security reasons.



Tracking packages and orders

Will the receiver know the package was collected? 
The system does not automatically notify the receiver when a shipment is collected, so you may 
want to contact them directly to let them know it was picked up. 

The shipment can also be tracked—by the receiver and by you. Simply obtain the consignment 
number shown on the “Monitor Order” screen of the Express Import system and enter into the 
“Track package” facility on www.tnt.com.au

Can I review previous orders? 
Yes. Simply clicking on the link in the invitation e-mail will take you to the order details.

Need more assistance?
You can find contact details for your local 
customer service representative at  
www.tnt.com.au, where you can also 
download a copy of the Express Import 
system “Guide for receivers”.


