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Telstra Enterprise — Telstra Order Exchange (TOX)
Customer Portal

SIM Card Ordering in TOX

Business unit Issue date Document ID
Telstra Enterprise 5/08/2026 CP04a
Audience

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

This document provides detailed instruction on how to purchase SIM cards in TOX via Devices and
Accessories tile.

Note: These screens have been recorded using the Telstra Admin access. The screens may vary
depending on the assigned role type and user permissions.

Business Rules:

e Stock levels in TOX is a live feed and can change rapidly based on ordering activity. All stock levels
in TOX are an approximation at the time of order confirmation and are based on Enterprise TOX.

e Stock Level Indicator will be shown during the ordering process. This is based on the stock
thresholds set on a per SKU level. Below is the stock level indicator definition to guide you when
placing an order.

o In Stock ( @) — example is when a threshold is set to 1500 units, and the available stock in the
system shows 1501 units and above.

o Low Stock (@) — example is when a threshold is set to 1500 units, and the available stock in the
system shows 1499 units and below.

o Out of Stock (&) — this is when the available stock in the system reaches 4 units and below or
stocks are in backorder.

e TOX looks for a stock indication within the ‘Configure your device’ screen and within the ‘Checkout’
screen ensuring an updated stock status in the event the items are left in the cart for a period of time.

e Stock is allocated after the order is submitted.

¢ In the event the order requires approval, once the order is approved (by the Customer Admin) the
order will proceed to stock allocation based on updated levels. In the event the required stock is not
available the order will move to Backorder status.
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CPO04a SIM Card Ordering in TOX

Step Description

Detailed Actions

delstra

Or type in the SIM card name in
product name field.

Tablet internet of things Mobile phones.

Accessories

1 On the Home page, there are 2 o —
ways to place an order: Al hied [ - - S v O -
a) through the Start Order menu e
dropdown > o
. ( |
b) through the tiles under Place Mot the newstotus ol -!
and TraCk Order SeCtlon The power of Gemini, superchrih:.ng:‘.ajs.m...
In this scenario, click on Devices m'c'j
and Accessories.
You will then get navigated to the
product ordering catalogue page.
Place and track orders
Mobile plans
> -
2 Select SIM in the device type —
SeCtlon ( Home Services Tracking v  Tools v =] @:?m ]
Then select the type of SIM card e
as highlighted on the screenshot. _ _
: F G ] , L& Fl

Mobile Devi

Sim

Product name

Q_ Enter the product name

Technology
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( Telstraesimeard ) ( Telstraesim )( LanesSiM )( Digitalesim )
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e ™
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Filter by Brand Name
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CPO04a SIM Card Ordering in TOX

Step Description Detailed Acti
3 You will then be presented with the

list of SIM options.

Select the SIM you need to
purchase by clicking on the
corresponding Order Now button.

delstra

Displaying 4 out of 4

Lanes BCD

LANES SIM

FROM (inc GST)
$0.00 outright

Order Now

Telstra esim card

TELSTRA ESIM CARD

FROM (inc GST)
$0.00 outright

& Order Now
b

SIM one size fits all

TELSTRA

FROM (inc GST)
$0.00 outright

o

( Order Now

I )

Lanes Emergency

LANES SIM

FROM (inc GST)
$0.00 outright

 —
Order Now )
2 ¥4

4 Enter Quantity.

Notes:

There is a stock indicator on
the top right of the page as
highlighted.

Maximum order quantity
depends on the unit price of
the item you are ordering:

o More than $0, maximum
order qty is 999

o Ifitis amounting to $0,
maximum order qty is
5000

In the event you enter a
quantity over maximum order
limit, TOX will show an error
message in red text.

If the device/item is out of
stock, there is a stock indicator
warning that will show on the
upper right of this page (&
Out of stock).

If the device is out of stock,

you can:

» Choose a different device,
or

» Order the item now and
receive it at a future date.

Home / Device / SIM one size fits a!

NN

Home Services Tracking v  Tools v Start order v

TELSTRA

eSIM card

Nano

( Nano

Cost per device (inc GST)

(® Outright Price : $0.00

Quantity

Enter number of dev

Enter Quantity
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CPO04a SIM Card Ordering in TOX

Step Description

5

You will have the option to buy
plans for the SIM you are
purchasing.

If you just need to buy the SIM,
click on No. Device only.

If you need to purchase a new
plan to go with the SIM, click on
Yes. Buy plans

This will take you to the Plans
page where you will be able to
choose your plan.

In this example, we choose to just
buy a SIM.

Click on No, Device Only button.

Detailed Actions

delstra

~ Specifications

SIM one size fits all

o Purchase more items?
Do you want to buy plans with your devices?

'd ™~ Y
\' No.Device Only || Yes.BuyPlans |
4 AN A

6a

Select your Billing options.

If you choose Billing account as
highlighted, you need to select a

particular billing account number

from the dropdown field.

Note: This is the account that the
order amount will be charged.

Billing options

~ Billing options

(@) Billing account (O) Mobile number

Billing account

\\_

Adaptive Mobility Fund redemption amount

Promo code

Validate promo code

6b

If you choose Mobile number as
highlighted, you need to input the
mobile number on the designated
field.

Note: This is the mobile number
that the order amount will be
charged.

Billing options

+Billing options

(O silling account @\Mub\lenumhsr

AN

Mobile number \

| N

Adaptive Mobility Fund redemption amount

Promo code

Current Adaptive Mobility Fund Balance: $412.00

validate promo code
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Step Description Detailed Actions

7a

CPO04a SIM Card Ordering in TOX

Enter User Details.

3 ways to enter user details:

1) Use your own user information
or

2) Upload users from file or

3) Add new users

delstra

Enter User Details

1
[_] Use my information [ OR Upload different users from file OR Add new different users

| 0

User Details

to upload . You can only upload to the number of servi

No Data Found

Add To Cart

7b

If you choose option 1, put a tick
on the box, then all the required
fields will automatically be
populated with your details.

Then, click on Save User button.

Enter User Details

x Use my information  OR Upload different users from file OR Add new different users

to upload more than 50 user details. You can anly upload users up to the number of services needed

|o.t

Enter User Name

JohnCPA Customertest

the provided

Enter email (Optional) Cost center (Optional)

TestCPAJOhN.ZjU3MzIk2005111622@mail.telstra-cav

Ve
( cancet Save User
\

Upload different user from file
button.

Use the sample list template as
highlighted in yellow. Once
populated with user details, save
the files.

Click on Choose File button to
upload the files.

Once file / template is uploaded,
click on Add to Cart button to
proceed to the next page.

Enter User Details

7c | Once user details have been
added, click on Add To Cart Uoer Detalls
button to proceed to the next page. Basic search
Search user details
Search \( Search )\ X
User name Email Cost center
< @ > Jum;ﬂoDEQeu” (E)\
7d | If you choose option 2, click in

[] Usemy information OR Upload different users from file oR Add new different users

| 0

Upload users from file

Upload File
Files can be xls and up to 2MB

( choost )
\

J

Download sample list 4=

User Details

details. You can only upload users up to the number of services needed

No Data Found

Add To Cart
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CPO04a SIM Card Ordering in TOX

delstra

Step Description Detailed Actions

Te

If you choose option 3, click on
Add new different users button.

Enter the user details on the
designated fields and click Save
User.

Enter User Details

o

(] Usemyinformation OR Upload differant users from file oR Add new different users

/Mﬂaih You can only upload users up to the number of services needed

Enter User Name Enter email (Optional)

Test Name

‘ Test_Name@testemail. com

Cost center (Opticnal)

7f

Once user details have been
added, click on Add To Cart

button to proceed to the next page.

User Details

Basic search

Search user details

Seareh (" somn ) x
- S/

Showing 1-10f 1items

User name Email

Test Name

e@s

test@email com

Jump to page of1( G0 )
~/

Cost center

AddTo Cart

This will add the transaction to the
Shopping cart.

At this point, you can “Continue
shopping” or click on Checkout to
finalise the purchase.

Note: There is $0 cost in placing a
SIM order unless you buy it with a
plan.

Home / Cart
Shopping Cart (1)

o5IM card o

@us s

( Continue Shopping

IQ [PRNS————

Enter the delivery details following
the prompts.

Notes:

- Populate all the fields unless
marked “optional”.

- Select the address from the
dropdown field, otherwise,
select “Use a different
address”

© . JomCPA Customar
W& ome sorvcos Tracking [ Toe L @ e
2 asmorre)
Hams / ShooginaCant # Checkout
Checkout
‘ | © st st s |
Delivery details
Ordered by Name of the recipient Reference no
Dilivery address
vore P e =
‘Select addr
slect -
e
Use a different address ﬂ-"_‘_-'-_'___‘_7
23 i Strest, Pyrmont, New South Walks, 2009
‘GRAFTON BREWERY, STORAGE AREAS, GRAFTON, NSW, 2460
HSW POLICE, COOPER 5T, COOTAMUNDRA, NSW, 2590
MORETON BAY TRAILER BOAT CLUB, QLDTEFT SKIFFS. MANLY, OLD, 4179
MSFISHERIES. BUICKINARONG RN GILLENRAH MSW 2700
0ol Valie
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Step Description Detailed Actions

10

CPO04a SIM Card Ordering in TOX

If you choose to use a different
address, you need to search the
address from the designated field
as highlighted. Then, select the
correct address from the list
provided.

If the address is not on the list,
select an address that match the
Suburb, Post Code, and State.

In this example, we choose the 1st
record from the dropdown list.

delstra

Delivery address
Mate : A PO BOX address is not

Select address

Use a different address

Search address \
778 Gabriela Street
L\

L)
178 GABRIEL STREET, CLOVERDALE WA 6105

GABRIEL GARDENS 132 GABRIEL STREET,
CLOVERDALE WA 6105

12 GABRIELLA STREET, BELLAMACK NT 0832
11 GABRIELLA STREET, BELLAMACK NT 0832

10 GABRIELLA STREET, BELLAMACK NT 0832

Cost center reference (optional)

Complation letter will ba sent

nput Value

ta your email address. Ta send additional natifications, type ana or more email addres:

55, separated by commas.

11

Once you select an address
record, click on the pencil icon to
modify the address details

Delivery address

Hote : & PO BOX address fs not a valid delivery address
Select address

Use a different address

Search address
Enter address

Address

178 GABRIEL ST, CLOVERDALE WA 6105

Add to my address book

12

You can modify Address Line 1
and 2 as highlighted with the
correct details.

Note: City / Suburb, State and
Post Code cannot be edited. If this
is incorrect, go back to the step
above.

Delivery address

Hote : A PO BOX address is not & valid delivery address

Select address

Use a different address

Search address

Enter address

Address line 1

178 GABRIEL ST

Address line 2 (optional)

City / Suburb

CLOVERDALE

State

WA

Add to my address book

Post code

6105

13

Once you modify the address, you
have option to add this record in
the company address book /
profile by putting a tick on the box
as highlighted.

Scroll down to continue populating
the remaining fields.

Delivery address
Nota : A PO BOX addrass s not a valid dslivery address

Select address

Use a different address

Search address.
Enter address
Address line 1
778 GABRIEL ST
State

WA

™ Add to my address book

Address line 2 (optional}

Post code

6105

City / Suburb

CLOVERDALE
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CPO04a SIM Card Ordering in TOX e'Stra

Step Description Detailed Actions

14 | In the event, you need to add a
Customer based Purchase Purchase order number (optional) Cost center reference (optional)

Order Number, use the t N \ [ ]
designated field as highlighted.

Enter customer email address to receive completion letter

When a special character is Gompltion eter il b sert t your el dross. o sen aditional otfation,tpe one or more mai acresees, separatec by commas
entered into this field, which is not L \
acceptable in the backend system,

an error message will be shown: ey Ao s o i

Cannot contain &, commas,
quotes (‘or ).

Note: All other characters are
acceptable as long as there is no
error message.

15 | Customer email address field
can be used if you need to send
email notifications and completion
letter to other email address aside

from your email address in TOX T T et v et i st
records.

Purchase order number (optional) Cost center reference (optional)

Input Value ‘

Comments (optional)

Commentary field is for your organisation's internal use only. Activation and shipping will not have visibility on this content

16 | Comments field is for your
organisation’s internal use only.
Activation and shipping will not
have visibility on this content.

Purchase order number (optional) Cost center reference (optional)

Enter customer email address to receive completion letter

Completion letter will be sent to your email address. To send additional natifications, type ane or more email addresses, separated by commas.

Input Value ‘

Comments (optional)

Commentary field is for your organisation's interal use only. Activation and shipping will not have visibility on this content

17 | Scroll down to Checkout
Summary section. Checkout Summary

Payment summary

Once all fields are populated, click C esih card Totactright ont s000
on Confirm Order button to O Guenti? et e
submit the order. T

f
Note: While your order is getting | |

submitted, a processing icon will
appear inside the Confirm Order ( )
button.

REGISTERED TELSTRA®
TELSTRA ENTERPRISE — TELSTRA ORDER EXCHANGE (TOX) CUSTOMER PORTAL Page 8/10
PRINTED 6/08/2026 11:15AM | FINAL



CPO04a SIM Card Ordering in TOX

Step Description

Detailed Actions

elstra

18 | Once order has been submitted, S —
the Order Confirmation page will b Tl il
d|sp|ay Home / Cant mmary / Order confiematior
Click the My Orders button to Order Confirmation
navigate to the My Orders page in Ihankyou For Your Order 70X " =
TOX. e e o i et @

Continue Shopping =

Help Privacy and terms

T S ——
e

19 | The customer who is the recipient
of the ordered items will also
receive an Order Confirmation {
email with a summary of the order
details. Request submitted We're working on it Completed

(-] O @]

Note: This is only when order was . )
submitted successfully. We've received your order

Hi 1,

Here are your order details

Order Exchange Reference Number: TBAPO

Order Date: 31 July 2025

Ordered By: .

Organisation: | N

Delivery Address: € N ACT 2617

Customer PO Number: n
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Step Description Detailed Actions

CPO04a SIM Card Ordering in TOX

delstra

completed, an Order Completion
email with Order Completion Letter
as an attachment which provides
details of the order will be sent.

Note: Charges are triggered after
the delivery is successful and
charges appear on the customer’s
account when the order status is
completed.

20 | Once the order has been
dispatched, you will receive a
Dispatch Notification. (
Note: The email will automatically
be sent to the Primary Admin _of We've dispatched your order
that CIDN and any other email
added to the Order Notification i
field in the checkout screen.
Your delivery is on the way and we're expecting it to arrive at your nominated address
soon!
Telstra Order Exchange Reference Number
TBAPO!:
Track your delivery
You can track your delivery here.
If you can't see it right now, don't worry, it may take a few hours to become available.
‘What if you're not available?
21 | Once the delivery has been

<

Request submitted We're working on it Completed

We've completed your order

Hi TestSS,

Thanks for ordering online with Telstra Order Exchange. We're pleased to let you
know that your order TOXBAI has been completed, and your
preducts/services are now ready to use.

‘We've attached the details of your order.
You can also view your order details by clicking on My Orders from the Telstra
Order Exchange homepage.

If you need any further information or support, please contact your Service
Delivery Team on 132 253,

Thanks,
Your Telstra team

***end of process / steps***
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