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Telstra Enterprise – Telstra Order Exchange (TOX) 
Customer Portal 

TOX Customer Collateral 

Business unit 
Telstra Enterprise 

     Issue date 
     9/08/2026 
 

       Document ID 
       CP27 

   

 

Audience 

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

Summary 

The purpose of this document is to provide detailed screenshot view of the Packing Slip, Shipping Label, 

Dangerous Goods Sticker, and Auto-Email notifications which provides customer a guidelines on how to 

read these information related to their Telstra Order Exchange (TOX) Order. 
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Step Description Detailed Actions 

1 Packing Slip This is the printed document(s) inside the Order Delivery Package which 
contains the order/item delivery information. 
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Step Description Detailed Actions 

2 Shipping Label (Original Order)  
 

This is the sticker attached to all Order Delivery Packages. 

 

3 One-time code Email 
Notification 
 
This email will be sent to the 
customer user when they login 
and after they put in their login 
name and password in TOX 
portal. This will be the 2nd step 
authentication where TOX will 
ask for a code before a user can 
login successfully. 
 
 
Email Subject: Your one-time 
code 
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Step Description Detailed Actions 

4 Order Approval Email 
Notification 
 
This email will be sent to a 
nominated approver every time 
an order will be raised. The 
approver will then need to login 
in to TOX to approve the order 
before getting provisioned. 
 
Email Subject: You have a new 
order to approve in Telstra Order 
Exchange 

   

5 Order Confirmation Email 
Notification. 
 
The customer who is the 
recipient of the ordered items 
will receive this email notification 
with a summary of the order 
details. 
 

• Email Subject: Thanks for 
ordering online with Telstra 
Order Exchange 
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Step Description Detailed Actions 

Continuation: Order Confirmation Email  
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Step Description Detailed Actions 

6 Order Cancellation Email 
Notifications 
 
In the event an order gets 
cancelled (i.e. order manually  
 
cancelled while it is in backorder 
status), this email notification will 
be triggered by TOX and will be 
sent to the customer who is the 
recipient of the ordered items  
 

• Email Subject: Your Telstra 
Order Exchange order has 
been cancelled 
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Step Description Detailed Actions 

7 Dispatch and Track 
Notification 
 
Once the order has been 
dispatched, You will receive a 
Dispatch Notification. 
 
Note: The email will 
automatically be sent to the 
Primary Admin of that CIDN and 
any other email added to the 
Order Notification field in the 
checkout screen. 
 

• Email Subject: Your order 
is on the way 
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Step Description Detailed Actions 

8 Order Completion Email 
Notifications 
 
Once order delivery has been 
completed, the customer 
(recipient of the package) will 
receive this email notification 
with Order Completion Letter as 
an attachment which provide 
details of the order. 
 

• Email Subject: Your Telstra 
Order Exchange order is 
now completed 

 
 

 

9 Completion Letter) – Telstra 
Standard 
 
 
 

 

 

 

 

 

 



CP 27 TOX Customer Collateral     

REGISTERED TELSTRA®  

TELSTRA ENTERPRISE – TELSTRA ORDER EXCHANGE (TOX) CUSTOMER PORTAL Page 9 / 9 

PRINTED 9/08/2026 11:18 AM  |  FINAL  

 

Step Description Detailed Actions 

Continuation: Order Completion Letter  

     

 

***end of process / steps***  

 


	Telstra Enterprise – Telstra Order Exchange (TOX) Customer Portal TOX Customer Collateral
	Business unit
	Issue date
	Document ID
	Audience
	Summary


