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From here you can start to all activities. Either it is the daily work to send shipments or to 
organize the work like managing the address book, checking the recent sent shipments or 
configuring the personal settings. 
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INTRODUCTION

This quick reference will show you the key steps in creating shipment as well as some 
major functionalities that made myTNT so easy to use.

LANDING PAGE

LOGIN

Step 1: Please visit TNT Hong Kong website via http://www.tnt.com/express/en_hk/site/home.html

Step 2: Enter your User ID and Password in myTNT section and press “Login” button

If you haven’t registered, 

click “Register” button to 

register your own myTNT

account.

1. Create Shipment

allows you to quickly 

prepare your shipment 

with all of the shipping 

data transmitted to TNT.

2. You can create 

inbound shipment via 

Express Import with full 

control.

3. You can create, view, 

print and amend your 

shipment in Manage 

shipments.

4. You can track 

shipment status in 

Tracking by using 

consignment number, 

reference number or 

TNT account number.

5. You can enter address 

information in Address 

Book.
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Create Shipment will take you through all of the steps necessary to ensure that your package is 
collected and delivered on time and in perfect condition.
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You can use this to help 

locate a valid postcode 

for your address.

THE 4 STEPS TO  ARRANGE  A SHIPMENT 

Enter details � Select service � Confirm � Print Enter details � Select service � Confirm � Print 

1. You may edit the 

contact person / phone 

number and add 

different collection 

address if required.

1
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2. You can enter the 

short code for the 

address in your address 

book and click on find 

address, or you can type 

in a new address and 

optionally save it to your 

address book.
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3. Select Document or 

Parcel for your 

shipment, more 

information will be 

requested from you 

automatically.

4
4. Click “Continue” to 

Select service page.
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Now all we need to know is which service and possible options you need, and when to collect the 
shipment.

Prices are presented 

directly on screen.

The possible options will 

appear when a service is 

selected. 

THE 4 STEPS TO  ARRANGE  A SHIPMENT 

Enter details � Select service � Confirm � Print Enter details � Select service � Confirm � Print 

1. Select collection time. 

Enter collection 

instruction if you have 

any special instruction 

regarding the collection 

process.
1
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2. myTNT will calculate 

the available services 

and options, you may 

select the one you need.

You can send a message 

to your shipping 

partners, to tell them 

that a package has been 

shipped.

You can request email 

confirmation on 

collection.
3

3. Click “Continue” to 

Confirm page.
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Once you have told us all details about your shipment, myTNT will confirm your request, and let you 
know what documentation will be required.
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THE 4 STEPS TO  ARRANGE  A SHIPMENT 

Enter details � Select service � Confirm � Print Enter details � Select service � Confirm � Print 

1. myTNT will tell you 

what documentation will 

be printed, and what to 

do with each document.

2. When you are happy 

with the shipment, click 

“confirm” to finalise

your request.
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Check this box to 

confirm that you accept 

TNT’s terms and 

conditions. You can save 

time by accepting the 

terms and conditions in 

Edit Settings.

2
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THE 4 STEPS TO  ARRANGE  A SHIPMENT 

Enter details � Select service � Confirm � PrintEnter details � Select service � Confirm � Print

myTNT will automatically generate all of the documents you need to ship your package. You can print 
them after you confirm each shipment.

1. A collection has been 

confirmed. myTNT

displays the booking 

number (HK5 XXXXXX).

1
2. Click “Print now” to 

print your 

documentation, myTNT

will take you to Shipping 

Manager.
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Printouts for Document:

Printouts for Non-document:

Address Label Manifest

Address Label ManifestConsignment Note Invoice


