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Telstra Enterprise — Telstra Order Exchange (TOX)
Customer Portal

Company Profile Management

Business unit Issue date Document ID
Telstra Enterprise 12/08/2026 CP13
Audience

Enterprise Customer Administrator using Telstra Order Exchange (TOX) Customer Portal.
Summary

The purpose of this document is to provide detailed step by step instructions with screen views on how to
access and use the functionality within the Company Profile dropdown link, located on the Home page.
The features shown in this work instruction is from the Admin user perspective.

Please note that Customer Administrator will no longer have the ability to create or edit users within the
TOX interface. In this instance, they need to get in touch with their corresponding service support contact
to put in the request.

Note: The below table which identifies the capabilities against the different user types for Telstra Order
Exchange.

Read-Only
Primary Admin Premium Standard Premium DES

Permission Admin  User User user without Only

ordering

Manage Company Profile

Edit Organisation Yes Yes No No No No
Add, Change Delivery Address Yes Yes No No No No
Add New User Group Yes Yes No No No No
Add New User No No No No No No
Edit User No No No No No No
Deactivate User No No No No No No
Reactivate User No No No No No No
Map Product Type to User Group Yes Yes No No No No
Add, Map Users to the User Groups No No No No No No
Map Billing A/C Number to User Group Yes Yes No No No No
Delete Users No No No No No No
Delete User Groups Yes Yes No No No No
View Billing Accounts tab Yes Yes No No No No
Edit Billing Accounts Yes Yes No No No No
Receive email notification on all order Yes No No No No No
Request lease enablement/ View lease details Yes Yes No No No No
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CP13 Company Profile Management

Permission

Ordering / Customer Management

Order Device and Plans

View stock levels

Map devices to DES

Add address in checkout

Reporting (Reports Tile)

View Asset Details

View & Update Services

View All orders

Cancel Orders

Export All Orders

Replace SIM

Return Devices

View return orders (via tracking menu option)

Mobility Fleet care report

Add, Change Mobile Plans (Change Plan)

Order dashboard

View DES Dashboard

DES settings

DES devices

Enrol DES devices

Withdraw DES devices

Disown DES devices

Legend:

Yes* =Read Only
Yes** = if permission is given
Yes® = coming soon

REGISTERED TELSTRA®

delstra

Read-Only
Primary Admin Premium Standard Premium DES

Admin User User user without Only
ordering

[ N I A
~ Yes  Yes  Yes  Yes
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Step Description
1 Log in to the TOX Customer
Portal.

On the Home page, click on the
dropdown on the upper right of
the page (next to the username).

Then, select Company profile.

elstra

" Detailed Actions

Telstra Order Exchange

Select company

>

New Galaxy Z Flip6 & Z Fold6
Flip and Fold. Super-charge your productivity.

Gataxy Z Fokd0 8 Gaiaxy Z FIp 378 ovalable 10 5re-0raer from Thusscay 11 Ay 2024, Fusiment and doiveries
Aty 2004, Subject st Actual

Ulrmay be dfferent

Place and track orders

2 You will then get navigated to
the Organisation page.

.

Manage profile

Usergrups  Uses  Olingaccoumts  Lesse
Organisation details

Order netification copied to
TestCPAJohn.ZjU3MzIk2005111...
View all

Customer name cion contact number
JOHN ] 45

Organisation addresses

Basic search

Address line, Suburb, State

Showing 1- 4 of 16 items Htems perpage | 4~
Address line 1 Address line 2 Suburb State Post code Action
23 Main Street Pyrmont Hew South Wales 2009
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Step Description " Detailed Actions
3 Update Organisation Details T
The Organisation tab within
Manage Company Profile allows Manage profile
authorised administrators to —

maintain company-level
information, including:

- organisation contact details

Organisation details

Users

Billing accounts

Home Services Tracking v  Tools v Start order v

Lease

w

JohnCPA Customertest
®
o/

i

Edit organisation

accordingly:

Contact Number

Order Notification Emails
Add New Address

Modify Existing Address (3

Manage profile
Organisation

User groups

Organisation details

Users

Billing accounts

Lease

)

Customer name CIDN Contact number order notification copied to
e . . 8 telstra....
- order notification email view al et
recipients
- delivery / return addresses Organisation addresses
Information managed within this Basic search
tab is used throughout the TOX Address ne, Suburb, Stte
ordering process, including adress search (s ) x
address selection during
Checkout and distribution Of Showing 1- 4 of 45 items Items per page
order-related notifications. Address line1 Address line 2 Suburb state Post cade Action
To do this, click on Edit e soutn es
organisation button.
4 Review all the details as oo cammere
highlighted and make updates oo ok T o EINC) “

. Customer name * CIDN * ‘Contact number *
dots under Action column) | | ) ]
. . Order notification emails
Note: The Order notification
emails field is used to receive _— D ot viue ]
automated order-related 0 Typecre o e sl sz sepacted by coms .
notifications, including dispatch et )
and delivery updates.
Notifications are sent in addition Organisation addresses
to the Primary Admin nominated »
in the Company Profile. Basic seareh
Address line, Suburb, State
'd N
Click Save button to confirm pasrss e S )X
Changes and Contlnue showing 1-4 of 46 items Items per page
Address line 1 Address line 2 Suburb State Post code Action
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Description

If you need to add address
details, click on Add new
address button.

" Detailed Actions

elstra

T e soen i e (D

Manage profile

omertest

JohnCPA Curt
R (@) o v

Any address ||Sted W|” be Organisation User groups. Users Billing accounts Lease
available to select in a dropdown Organisation detaits
list as delivery/ return address . N e
options during the ordering flow. JoHN ” ' TestCPAJohn ZUaM:IIOOS ..
Orgasiastion adcresses
Basic search
Address line, Suburb, State
Address search |'\. Search \_- x
Showing 1 -4 of 16 items Items per page 4 =
Address line 1 Address line 2 Suburb State Post code Action
New South Wales 2000
Type in the address on the
highlighted field and select the Mariege profile
correct/complete address from oo [
the generated list.
Organisation details
Cl]ck Save Customer name cioN Contact number Order notification copied to
JOHN 7 78 5 TestCPAJohn.ZjU3MzIk2005111...
View all
Note: Address should NOT be a
PO bOX addreSS Add organisation address
Select address
Basic search
Address line, Suburb, State
Address search Search ) X
Showing 1-4 of 15 items Items per page 4 -
If you need to edit/change an
existing address, click the Cromamiendeials
corresponding 3 dots under S o S
Action column and click View &
Edit as highlighted in the orpansation adtrcses
screenshot.
Basic search
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Step Description " Detailed Actions

8

CP13 Company Profile Management

The selected address will be
shown as highlighted in yellow.

Type in the correct address on
the Select address field and
select from the generated list.

Click on Update button to
confirm the changes.

delstra

Organisation addresses

Select address

Enter address

Address
59 STRUCHBREE RD,, YAPEEN VIC 3451

4 Delivery address must be a strest address for the business, not a PO box address

Basic search

Address line, Suburb, State

Address search (" search ) X
. J

Showing 1- 16 of 16 items

V
(
\

Cancel

N N
) ( Reset ) Update
J N\ J

Add new address

Items perpage | 20 ~

products/devices. The only
difference in their access level is
on the Admin Functions.

R — L~
< | 1| > Jumptopage| 1 |of1( Go )
L J L N~

* Default user group

Address line 1 Address line 2 Suburb State Post code Action
9 User Groups
X ‘ Home Services Tracking v  Tools v =] v
Click on the User Groups menu
as highlighted. There are 3 Manage profile
default user groups:
Organisation m Users Billing accounts Lease
L4 Ad m I n * User groups Aﬂd user group
e Standard*
° Premlum* Basic search
Group name Group description
As stated in the ‘Group e B2 (et ) X
Descrlptlon ScreenShOt! a” Showing 1- 3 of 3itkms. Items perpage | 20 ~
these default user groups —
. Group name Description Action
automatically get accessed to all
products in the Catalogue or Can Admin * Admin functions. All available products automatically get mapped to user
Order a” avallable Standard * All available products automatically get mapped to user
Premium * Admin function excepts Manage Organisation. All available products automatically get mapped to user
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Step Description " Detailed Actions

10 | User groups allow you to limit

what sta_ff members_ can order . " ® [ .
and against what billing

account(s) they can charge to. Manage profile

Example: Some of your Organisation User groups Users Billing accounts Lease

employees may only have User groups

permission to order iPhone

devices. In this scenario, a user
group named “iPhone Only” is
created and mapped products

Basic search
Group name Group description

Search search ’/ Search | X
pN A

that are Apple iPhone devices chowing1- 11 fems remsperpage | 4 =
on Iy. Group name Description Action
Notes: [ Frorecny ooy smvees |

Admin* g Admin functions. All available products automatically get mapped to user

e (*) Default User Groups who
get ordering access to all
available products
automatically. < [0) 2 3 > wmpwpme| 1 ]otm (o)

e Others without *, will only " Defauttusr roup
have ordering access to
specified products in the
catalogue.

e Any newly created User
Group will have a blank
product catalog (no products
shown in the ordering
catalog). You need to map
products for the new user
group as stated in step 19.
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Step Description " Detailed Actions

11 | This screenshot is an example
of a product catalogue when a & o seviow Taces v Toou w ® V
User is associated to “iPhone
Only” user group and map this
user group to Only Apple

iPhones. ‘ | 2 >

Mobiles sim Tablets Mobile Broadband Accessories
Product name
MOBILE
Q Enter the product name

Technology Filter by Brand Name

(s )( 3 7 N
(s )( % (an )( Apple

Displaying 8 out of 12
e °
°® .
i 17 o i i
iPhone 17e 5G IPHONE 16 5G iPhone 17 Pro 5G iPhone Air 5G
APPLE APPLE APPLE
APPLE
FROM (inc GST) FROM (inc GST) i FROM (inc GST)
g s e s oo
iepayment Optios epayment Optios Repayment Option tepaymet PLios
oR oR oR
OR
X t . t X n
$999.00 oOutrigh $1,249.00 outright $1,.999.00 Cutright $1,799.00 outright
Order Now Order Now Order Now Order Now

12 Create / Add User Groups

©

J0hnGPA Gustomertest
( Home Services Tracking v  Tools v Startorder © " (@) v
¢

Manage profile

User groups Add user group

Click on Add user group
button under User groups tab.

Basic search
Group name Group description
search Search ) X
/

Showing 1- 4 of Gitems Items per page
Group name Deseription Action
Premium * Default premium group
NEWTESTGROUP NEWTESTGROUP
Test Test
Standard = Default standard group

P
. ./

* Default user group
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Step Description

13

Type the Group name and
Description.

Select the Supported Accounts
for your new User Group and
click Save.

Note: This newly created user
group can only bill to the
selected account as highlighted.

" Detailed Actions

delstra

Organisation User groups Users Billing accounts

User groups

Add user group

User group name

Lease

User group description

iPhone only ”

iPhone Only Devices

Supported accounts

[] selectall

i
X

3

54

Oooao

3 Deleted

e N 4 \
| Cancel )i Save
\ / [ 4

14

A pop-up notification on the
upper right of the page will
appear advising: User group has
been created successfully.

Notes:

- The new user group can be
seen in the user group list.
In this example, the new
user group is ‘iPhone Only’.

- After creating the user
group, you need to map
products against this newly
created user group.
Otherwise, product catalog
will be blank during the
ordering flow for all users
that will be associated to this
newly created user group.

- To map products to user
group, go to step 19.

Organisation  Usergroups  Users  Bilingaccounts  Lease

User groups

Basic search

Group ame

@raup description

Showing 14047 tams.

Group name Description

Pene Only Prane Ony Devces

Fremum - Oetoust premum group

NEWTESTGADUP

Test Test

< 2 > lumptopsge| 1 o2 ( Ge

| L —

15

This is the sample screenshot
during the ordering process
which shows that only 1x billing
account (as per step 13) is
visible.

Billing account

— f

Promo code

‘Gurrent Adaptive Mobility Fund Balance: $4,415.00 (Inc GST)

Enter User Details

[] usemyinformation OR Upload different users from file oR Add new different users

@ 1tis recommended using the provided sample spreadsheet to upload more than 50 user details. You can only upload users up to the number of services needed

validate promo code
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CP13 Company Profile Management
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16 | Edit User Groups
P ( Home Services Tracking v Tools w (gg:) v
Click on the 3 dots against a .
e Manage profile
specific user group. Then, select
View & Edit from the Iist Organisation User groups Users Billing sccounts Lease
In this example, Standard user R
group WI” be edlted Group name Group description
Search Search ( Search ) X
{Pnane Only iPhone Only Devices o & ViewsEdt
Preméum * Detault premium group € w0 Progucts
NEWTESTGROUP NEWTESTGROUP @ peste
¢ \-\ z > Jumptopage | 1 ull\'-Go:l
17 | You will get navigated to the list
of Supported Accounts against Organisation  Usergroups  Users  Billingaccounts Lease
the user group selected above. user groups
Edit user group
Put a tick against Select All box
as necessary or select only the standard Defautstandard roue
billing account(s) the user group supported accouns
can charge to.
4
. . N6 e
Click Update to continue. No L
[ cancel ) Update
Click Cancel to exit. Sl
Note: In this screenshot
example, only 1 account will be
available during the ordering
flow for Standard users as only
1 account has been ticked.
18 | A pop-up natification on the -
upper right of the page will , s mmmm
appear advising: User group has 7
been updated successfully.
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Step Description

" Detailed Actions

delstra

19 | Mapping of Products to the
User Groups L e T v B
Click on the 3 dots against a Manage profile
specific user group. Then, select
Map Products from the list. orguitaion | Uasegroupe|| utars  Mingaccomte  Lasse
User groups
Notes:
- User Group Name with (¥), Group name Grous dessripten P
are automatically getting - et (o)
updated with new devices. —
All available products — — —
automatically get mapped to _
the user under these user [ ——— -~
groups. This means user o e —
can see all products in the e o
catalog. —— JUS—
- An Administrator can edit / L= o s ]z ()
map products of a user T
group by clicking on the
corresponding 3 dots in the
action column to control the
product catalog view of a
user in the user group.
20 | You will get navigated to the list —
of products a User in the User L vome sovices kg v ot v v O v
Group can choose from during B Mup producis
the ordering process. R
Use the Basic Search fields to sesiesearen
filter the products you need to e
map against the user group. - ) i [C= )~
O Product ID Product name Type
O > 1045 CBS EW Plans Category
O > 360 ©BS MBB Plans Category
O > 428 GBS Mobile Flans Category
O > 1693 Mobiles Category
O > 190 Accessories Category
O > 821 0T SIM Category
O > 83 Adaptive Broadband Category
O > 379 Tassie Test - Interet of Things Category
O > 1739 Asset testing device Category
O > 591 Mobile Broadband Category
O > &af2650D-Oeer-491C-9057-830017 (1a30_1758 766679844 Tablet Category
REGISTERED TELSTRA®
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" Detailed Actions

Description

delstra

21

In this example, we chose to

search per Specification as Q o s T o
stated in the dropdown field and
filtered for all Apple iPhones.

< Map products
User groups product mapping : iPhone Only

Basic search

a) You can put a tick on the top
box to select all the
searched items on the list. Spegiicion

b) Or you can select individual (em) (ivapped) (Faummareed)

box as per your
requirement. e\‘=
¢) For more details on the
product line item, click on : ;
the arrow to expand the list >

Search by Search

v apple iphone

Product ID

Click on the Save button once >
selection as has been finalised. : !

Note: In this screenshot

JohnCPA Customertest

w @ JoHN v

Product name Type

Mobiles-AppleProduct Category
Apple Phones Test Category Category
Mobile Phones Category
Asset testing device Category
Mobile Devices Category

Mobile Phones Category

=D

example, only Apple iPhone
devices in the catalog will be
visible to iPhone Only user
group. (Refer to screenshot
example in step 171)

22

A pop-up notification on the
upper right of the page will B o by pok
appear advising: Products has
been successfully assigned to
th e use r gro up. Organisation User groups. Users. Billing accounts Lease

User groups

Manage profile

Basic search

Group name Group description

search search Search

Showing 1-4 of 91 items

Group name Description

Phane Only {Phone Only Devices

Admin Defa

| @  Froducts have bosn s csgned o the use rauo

Add user group

emsperpage | 4~

Action
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Description " Detailed Actions
23 | Users

JohnCPA Customertest

( Home Services Tracking v Tools v v @:;w. .
Click on Users tab in the

Manage Profile page. This will Manage profile
display all users within your
organisation, which User Group e T e

they are aligned to, what access Ysers

level they have within the group Basic search

and the status of their i i il
registration. seareh search | ['sesren

Search | X
\ Y,

Example: User ‘JohnStandard Shoving -4 of2items / rems porpage | 4 -
user” is aligned to User Group Name UserGroup ser Rote(s) staws Associated Organization actin
‘iPhone Only’ and their access prm—— —re e | :
level is ‘Standard’ and their proes
registration is ‘Active’.

fl(H

B

Primary admin [(Active

Newtestgroup Read only Active

Note: Customer Administrator o )
will no longer have the ability to ()02 s > wmeeper[ 1 oo (o)
create or edit users within the
TOX interface. In this instance,
they need to get in touch with
their corresponding service
support contact to put in the
request.

24 Billing Accounts

[ S, R @ .
Click Billing Accounts tab to

view the list of accounts mapped Manage profile
to the company profile and the 3
dots icon to see specific billing
account details.

Organisation User groups Users Billing accounts Lease

Billing accounts

Basic search

Billing account number Billing account name

Note: Billing accounts are
automated based on Telstra’s
core systems. New/Old Showing 13013 tems
accounts may take 3-5 days to e —
populate.

Input Value ‘ Input Value

(sewn ) x

Billing account name Status

test
1 Test.  uat

54 4 Inactive

N
1 t 1 f1( Go )
< [T)5 metomse [T Jort ()
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Step Description

25

Select an Active billing account

" Detailed Actions

elstra

by clicking on the 3 dots icon T rome oo o o ot v @8 v
next to the desired billing record.
Manage profile
Click Edit to configure the
supported groups and product Billing sccounts
type of the billing account . act sonen
- Billing account number Billing account name
NOte: Bllllng Account Input Value ] Input Value \/ Search \I X
Configuration will dictate the e
account visible during the shoving1-3ofgitems
ordering flow depending on the Biling ccount number e — P
user group a user is associated . —:
Wlth. 3 Test.  _uat & it
4 4 Inactive
< @ > Jump‘tongen” \CE)
26 | Select or unselect from the list of P
Supported User Groups. T ome ok i ot - ;
- M fil
Note: The Billing Account Name nege Pt
is displayed during the ordering Organisation  Usergroups  Users  Billingaccounts  Lease
process when selecting the Billing accounts
account to which the order it biing aceount
charges will be applied. ot
Billing account no * Billing account name *
5G Support
Active
Supported User Groups
selectall
Standard iPhone Only Premium NEWTESTGROUP
Test Admin test
27 | Scroll down and select or
unselect from the list of supperted Produc Tupes
Supported Product Types and O setectan
Payment Opt|on €8S EW Plans CBS MBE Plans [] CBS Mobile Plans Mobiles
Adaptive Enterprise Wireless Accessories [ 1oTsim [] Adaptive Broadband
C|ICk Save Bi"ing Account tO Tassie Test - Internet of Things Asset testing device Mobile Broadband satellite Plan
kee the chan es Tablet internet of things [] New Mobile Plans Asset Tag
p g ° Mobile phones Accessories sim vas
X Mebile Devices Mobile broadband Satellite
Click on Cancel to revert any
changes done on the billing
. Payment option
account details.
[] selectall
Outright ARO [] Lease

/- Y
Cancel | Save billing account
AN e
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Step Description " Detailed Actions
28 Download Lease Agreement

Click the Lease tab to view your
current lease facility details.

This page is read-only and
provides a summary of your
current leasing facility, including
the lease partner, facility start
and end dates, approved facility
amount, and current facility
balance. The Lease facility
history section shows previous
facility changes for reference.

To download a copy of your
lease agreement, click on
Download lease agreement.

Note: The lease agreement is
an important document that
outlines the commercial terms of
the leasing arrangement,
including key obligations,
funding limits, and the financing
terms for leased assets.
Customers may need this
document for internal
procurement, finance, audit, or
record-keeping purposes.

delstra

( Wome Services Tracking v Tools v

Manage profile

Organisation

WMaster lease agreement

Lease partner name

Lease facility history

Showing 1- 4 of 17 items

Lease facility (Inc GST)

$100000.00

$100000.00
$100000.00

$1.00

< |1] 2 3 >

User groups Users

Billing accounts

Lease facility start date
2026-07-08

Jumptopage | 1 | of5( Go )

Lease

Lease facility end date
2028-08-01

Start date

2026-07-08

2026-07-08

2026-07-02

2026-07-02

| Download lease agreement |

Lease facility (Inc GST)
$100,000.00

Lease facility balance (Inc GST)
$64,801.96

ltemsperpage | 4

End date

2028-08-01

2026-07-08

2026-07-08

2026-07-02

***end of process / steps***
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