
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

Express Import System 
Quick Reference for Sender 

This quick reference will show you the all the steps in completing an 
order request raised by your business partner. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Order Request Email 

1 

You will receive an order request email once your 
business partner created an import order via 
Express Import System. 
 
You are required to click the link in the email 
content for accessing Express Import System to 
complete the shipment details for this import 
order. 





 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Receiver Details 

You can view the receiver details of this order 
request. 
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Create Shipment Shipment Details 

2 

You can view the message from receiver and the 
delivery instructions entered by your business 
partner. 
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Shipment Details (continued) 

1 If you would like to use the system to create 
invoice, click “Yes” and fill in the information in 
invoice section. 
 

2 You may change the consignment currency if 
required.  
 

3 Enter the shipment details.  
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Sender Details 

1 You may change your contact details if required. 

2 Check your address and you can specify an 
alternative collection address if required.  
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Collection 

Select collection date and time. You can also leave  
any special collection instruction to the TNT 
driver who comes to pick up your shipment. 
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Order Completed 
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You will receive a notification email once you 
submitted the import order via Express Import 
System. 
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Order Completed (continued) 
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If your business partner does not require a quote 
approval for this order, the order of this shipment 
will change to “BOOKING CONFIRMED”. You 
will then receive a shipment documentation email 
with PDF attachments. 
 
You can print the attached TNT consignment 
note and attach it onto your shipment. Our driver 
will come to collect your shipment according to 
your preset collection schedule.  
 
If quote approval is required for this order, you 
will receive a notification email and the status of 
this order will change to “APPROVE QUOTE”. 
You will receive the shipment documentation 
email once your business partner has approved 
the quotation of this order. 

10 




