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Telstra Enterprise — Telstra Order Exchange (TOX)
Customer Portal

View and Update Services

Business unit Issue date Document ID
Telstra Enterprise 25/03/2026 CP14
Audience

Enterprise Customers 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
search and update Services/Assets in Telstra Order Exchange.

The change features include:

a) Modifying existing service by updating network features and/or changing the Value Added
Services (VAS).

b) Update username of an asset/service.
c) Bulk username update of assets/services
d) Submit a Single or Bulk Service Deactivation order
Quick Overview in submitting a Service Deactivation Order:

e A hyperlink will be displayed next to the Service Number in the Asset Details page which can
be selected to deactivate the service.

e A pop-up message to confirm the service deactivation request/order prior order submission.
e Order is populated in the ‘My Orders’ page.
¢ Confirmation email and completion letter will be sent via email once order gets completed.

e Bulk requests also available.

Business Rules:

e When the update is submitted the change will happen immediately in TOX (non-bulk request).
Sub When the update is submitted the change will happen immediately in TOX (non-bulk
request). Submitted changes will also generate an order number.
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CP14 View and Update Services

e Hyperlink Deactivate is only visible when the Service status is Active.
e The service status is dynamic and updated based on system status.

e For Bulk Service Deactivation, TOX will only show the Submit button if Service Numbers or SIM
Serials are correctly populated in the worksheet. System will show an error message when trying
to upload the file with invalid mobile numbers.

e The newly deactivated service number will be removed from the asset list within 48 hours. After
this time, the service number will no longer be searchable from the Services page.mitted
changes will also generate an order number.
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Step Description
1a | a) Modifying existing service
by updating network
features and/or changing
the Value Added Services
(VAS).

Log in to the TOX Customer
Portal.

There are 2 ways to access the
Service page.

Option A: On the Home page,
click on the Services menu on
top of your screen.

" Detailed Actions

delstra

D I ) L DI ... -

Telstra Order Exchange
>

Meet the new status pro.

Place and track orders

Devices & accessories Mobile plans

The power of Gemini, supercharged on Pixel.

From A315%0

Order tracking

1b | Option B: On the Home page,
click on the View and Update
Services tile under Managed
Services section.

Place and track orders

> > -
Manage services
Reports Order dashboard Mobility fleet care report Mobile Device Management
Device Enrolment Service
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CP14 View and Update Services

Description
You will get navigated to the
Services page.

Search the service using the
search fields as highlighted.

" Detailed Actions

delstra

( Home Services Tracking v Tools Start order v

Home / Services

Albert Einstein

=] Testss v
R

Services
Basic search
Service Number Account Number Device Serial
Input Value I Input value ‘ Input Value ‘
SIM Serial Plan Owner
Input Value I Input Value ‘ Input Value ‘
' ™
( search ) x
. S/
Deactivate mobile services Update username Export results
Service number Account number Device Device serial Plan name Owned by Status
C 9 Adaptive Mobile Executive Plan h Active
o 9 Adaptive Mobile Executive Plan n Active

In this example we search for
the SIM serial number.

TOX will populate a result once
there is a match.

Click to access the record.

( Home Services Tracking v  Tools v Startorder v

Home / Services

Services

Basic search

Service Number Account Number

AIGSTT ESTeIT

= Tesiss v

g4ss4s8)

Device Serial

Input Value ‘

|

Input Value I Input Value
SIM serial Plan owner
g I Input Value ‘ Input Value ‘
{ Search /] X
Deactivate mobile services Update username Export results
Showing 1-10f 1items Items per page
Service number Account number Device Device serial Plan name ‘Owned by Status
[ 9 Adaptive Mobile Executive Plan h Active
< > Jumptopage of 1 (E)
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CP14 View and Update Services

Step Description

Detailed Actions

delstra

your updates.
Or No, Cancel to exit.

Note:

When the update is submitted
the change will happen
immediately in TOX and all
changes will generate an order
number.

°

Update value added services

Are you sure you want to update VAS/add-ons?

)

4 You will get navigated to the
Asset Details page. Asretgetaile
Owned by : it V4
Update your Value Added Beice iformation
Services by clicking on your
desired barring options. e s Last usdated dte
23/03/2026 03.17 AM
Service details
Service number TOX service status Service status (MICA) Account number
b4 eactivae 5
s - Epic 19/03/2026 1100 AM
w Select Value Added Services
. \
W SCtvate this Makh 163tures of this pLan you'we Chosen. Nams that e
O Suppress Data Usage Motifications O earinternet Bar international calling O 8arall voice calls
O 8arincoming SMS O earcaller id
5 Scroll down and select your add-
ons as required. pocons el
Choose from 3 range of cptional extras 1o Qo with your plan.
Click on Update value added st pame oesrston oy tee
services button. o
(o] Ja.cactia Mobliny Accsisrator Dascription - Adaptive Mosility Accalrator $10.00 /mtn
(] forshicmber Deserigticn - OnsNumEsr $5.00 /mtn
MessageBahk
(o] Voloa2Text Deseripticn - Vales2Tax $10.00 /mtn
Total paymint $0.00 fmth
6 Select Yes, Update to confirm
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Step Description " Detailed Actions

7

A notification in green banner
will appear on top of your screen
to advise about the service
update you have requested.

Y o

Heme
Services

Basic search

‘Saevics Mumbe: Account humbes
Ingut Value pat Value
it serisl Plan
pat Value
Shawing 1 - 801 4 Homs
Serdcsnumber  Accountrumber  Oevice  Devicmserisl  Flanname Owned by

Adagess Masia Entry Pizn

. 0
@ v

I R ———

b) Update username of an
asset/service.

Navigate back to the Services

( Home Services Tracking v  Tools Startorder v

Home / Services

PRINTED 6/08/2026 7:06 PM | FINAL

page and search a specific Services
service using the search fields Basic search
as highlighted. R
Input Value I Input Value ‘ [ Input Value ‘
SIM Serial Plan owner
Input Value I Input Value ‘ Input Value ‘
\( Search )\ X
Deactivate mobile services Update username Export results
Showing 1- 8 of 99items Items per page
Service number Account number Device Device serial Plan name ©owned by Status
C 9 ‘Adaptive Mobile Executive Plan n Active
o 9 ‘Adaptive Mobile Executive Plan h Active
9 In this example we search for
. ome Services Tracking v Tools v artorder v =] Testss ~
the SIM serial number. T ome oo e i
Home / Services
TOX will populate a result once
. S it
there is a match. ervices
Basic search
Click to access the record. S P ——
Input Value I Input Value ‘ Input Value ‘
SIM Serial Plan Owner
8 I Input Value ‘ Input Value ‘
\( Search )\ X
Deactivate mobile services Update username Export results
Showing 1-10f 1items Items per page
Service number Account number Device Device serial Plan name Owned by Status
C 9 ‘Adaptive Mobile Executive Plan h Active
< > Jump to page of1 (E)\
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CP14 View and Update Services

Step Description

" Detailed Actions

delstra

will appear on top of your screen
to advise about the user name
update you have requested.

Note: This update will generate
an order number

T S

Home / Sarvices / Asset Detailz

Asset details

Owned by T2

Device information

Last updated date
18/02/2026 16.17 PM

10 | You can update the username ‘ =
against the asset by dlicking on T e o e " ® v
the penc“ icon beside the Home / Services / Asset Details
owner’s name.

Asset details
Owned by : h O
Device information
IMElserial Last updated date
19/02/2026 16.17 PM
Service details
Service number TOX service status Service status (MICA) Account number
[ [ 3
Sim serial number msi Plan Plan effective from
b | 4 8 Adaptive Mobile Voice Plan
2

11 Select a name title from the

dropdown field (i.e. Mr/Mrs)

Update username
Update the name fields Accaunt numbzr

. Mobile number
acco rd l ng Iy Existing username
. New username

Note: You also have option to e
print the change of name on the
bill as highlighted in yellow.

First name Last name
Click in Update username Test Name | Last Test
button.

printonbill () Yes (8 No

=
12 | A notification in green banner

| R T ——

g1 sevisi
Service detalls
Service number TOK service status
1 Desctivate
Sim saral number st Plan
[ 3 2% E:]
Puk
—-

Flan affective from

Adaptive Mobile Voice Plan
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Step Description " Detailed Actions

13 | The service status will also

cha nge to: Ownershi p Ch ange Deactivate mobile services  Update username ~ Export results
Pendi ng Showing 1-8 of 24 items Items per page
Servicenumber  Accountnumber  Device  Deviceserial  Plan name Owned by TOX service status

N ote . FO r futu re refe rence , th is 1 3 Adaptive Mobile Voice Plan Ownership Change Pending |
status m|ght Change to User ) 3 Adaptive Mobile Entry Plan Plan Change Pending
Name change Pending_ 9 3 Adaptive Mobile Entry Plan ertest SIM Replacement Pending

8 3 ‘Adaptive Mobile Voice Plan Deactivation Pending

0 3 Adaptive Mobile Essential Plan Lanes Emergency Deactivation Pending

4 3 ‘Adaptive Mobile Voice Plan SIM Replacement Pending

14 | c) Bulk username update of -
assets/services Servces
Basic search

Navigate back to the Services Sarvice Number Account Number Device Serial
page. Input Value Input Value | Input Value ‘
C|ICk on Update username Ilnk Input Value input Value | Input Value ‘

as highlighted. (T ) x

Tip! Use the Export Results
. . . Showing 1- 8 of 24 ltems Items per page | 8 - ‘
link to download the list of active E—

mobile numbers WhiCh WiII help Service number ‘Account number Device Device serial Plan name ‘Owned by TOX service status.
aSSISt in the |dent|f|cat|on Of 3 ‘Adaptive Mobile Voice Plan Ownership Change Pending
Wh|Ch mobile numberS can be y 3 ‘Adapiive Modile Enry Plan Plan Change Pending

y 3 ‘Acaptive Mobile Entry Plan st SIM Replacement Pending

used in the worksheet template
for the next step.

In the event you added a mobile
number in the worksheet
template that is not appearing
from the extracted file, TOX will
populate an error.

15 | Click on Download Sample List
to access the upload template.

Update username

Upload file
Files can be xIs or xIsx and up to 2MB

No file chesen

Download sample list

€ User name update may take up 1o 48 hours to complete

Update username
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CP14 View and Update Services

Step Description

16

Open the file by clicking on the
link from the Downloads
notification (upper right of your
screen).

Alternatively, you can access the
file from your downloads folder.

" Detailed Actions

delstra

+

Downloads

B - P

IZL sampleAssetUsernameUpload_template.xdsx

Open file

See more

Y

17

Populate the excel template with
new user’s details.

Save the file.

File Home Inset Draw Pagelayout Formulas Data Review View Automate Help

(i) PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, its safer to stay in Protected View. | Enable Editing
c23 Vi fiv

A B c B E

1| Service Number Title First Name Last Name Print On Bill
2] 040000000 Mr Maximum 13 characters. Maximum 20 characters. yes
31 DAX000000¢ Mrs Maximum 13 characters. Maximum 20 characters. no
4] 04000000 Mr Maximum 13 characters. Maximum 20 characters. yes
51 00000000 Mrs Maximum 13 characters. Maximum 20 characters. yes
6] 040000000 Mr Maximum 13 characters. Maximum 20 characters. no
7
24
25
2

< > Sheet1 4
Ready T2 g Display Settings [E

1

18

Navigate back to TOX screen.

Upload the completed excel
template by clicking the Choose
File button.

Update username

Upload file

Files can be xIs or xIsx and up to 2MB

Choose File No file chosen

Download sample list

€ User name update may take up to 48 hours to complete.

Update username
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Step Description

19

CP14 View and Update Services

" Detailed Actions
Choose the specific upload

delstra

En X
template from the folder.
- ~ N 4> Downloads > v O Search Downloads p
For this example, we choose the
one highlighted in yellow. e [msiie =- o e
. . b Name Date modified Type
Click Open to upload the file.
Apps ~ Yesterday
o' | sampleAssetUsernameUpload_templatexlsx 25/03/2026 4:14 PM Microsoft Excel W...
Attachments
~ Last week
Desktop . - .
" | Mario Data Setxlsx 22/03/2026 10:34 PM Microsoft Excel W...
Documents | sampleUserData-SIMReplace xlsx 20/03/2026 12:10 PM Microsoft Excel W.
Meetings | ErrorsFile.xlsx 20/03/2026 12:08 PM Microsoft Excel W...
o | sampleSIMTypesDac (2).xlsx 20/03/2026 12:.06 PM Microsoft Excel W...
Microsoft Copi ~ Earlier this month
Mirrnenft Taar
File name: “ V| Custom files (*xlsx;* xls) w
Upload from mobile Cancel

20a

In the event the file has invalid

data, TOX will show an error as
highlighted on the screenshot.

Update username
Upload file
Files can be xIs or xIsx and up to ZMB

Click on Download Error File
link to see error details.

e
|  Choose File

Download sample list

Showing 1 - 4 of 4 items

€ User name update may take up to 48 hours to complete

| sampleAssetUsernamelpload_template (1).xIsx

Download errors file

Items per page

Mobile number First Name Last Name Print on bill Remarks
N TestfirstName TestLastName yes A
2 TestfirstName TestLastName ne 'y
23 TestfirstName TestLastMame yes A
24 TestfirstName TestLastName yes A
oy
Jump to page of 1 Go )
~/
I coneet -\‘
e
20b | Errors in the file will be
. . File Home Insert Draw Pagelayout Formulas Data Review View Automate Help
presented like this. = —
'\2["] X Calibr Jn A A T b General ~  [Ej conditional Formatting ~ &
O - = - G -
Paste o B I Uw+vife &e Av — $ % 9 [ Format as Table EX
v = Ti= - == 9. L 2 Cell Styles i
Clippoard & Font [ Alignment [ Number [ Styles
D12 v fx
A B C D E F G H
1 serviceNumber title firstName lastName printOnBill error
2 T 1 Mr TestfirstName TestLastName yes Mobile number is not available for customer
3 2 Mrs TestfirstName TestlastName no Mobile number is not available for customer
a! 3 Ms TestfirstName TestlastName yes Mobile number is not available for customer
5 ( 4 Mr TestfirstName TestLastName yes Mobile number is not available for customer
6
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Step Description Detailed Actions

CP14 View and Update Services

delstra

on your screen to confirm if you
need to proceed with the user
name update.

Click Yes to confirm or No to
cancel.

In this example, we will proceed
with the user name update.

o

Update username

Are you sure you want to update username?

20c | Correct the errors from the
upload template / file in step
1 7 Update username
Upload file
Once a" detalls have been Files can be xls or xlsx and up to 2MB
corrected, re-upload the file. If S T e
there is no error, the file will be ——
Uploaded SucceSSfu”y' .NOtlced 0 User name update may take up to 48 hours to complete.
the Remarks column with the
warning icons have Showing1- 4 of 4 tems Heoms por page
disappeared.
Mobile number First Name Last Name Print on bill
Click on the Update UserName Testiirsthame TestLasthiame
button.
TestfirstName TestLastName
TestfirstName TestLastName
TestfirstName TestLastName
< E] > Jump to page \j of1
20d | A pop-up message will appear
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delstra

Description " Detailed Actions
20e | TOX will show a pop-up
message to confirm the L U . . - ) w ® "
changes. e/ o
Services
Basic search
21a | Single Service Deactivation

Order

Log in to the TOX Customer
Portal.

There are 2 ways to access the
Service page.

Telstra Order Exchange
>

Meet the new status pro.

The power of Gemini, supercharged on Pixel.

From AS15%0

{ED
Option A: On the Home page,
click on the Services menu on .
top of your screen.

Place and track orders

Devices & accessories

Mobile plans
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Step Description " Detailed
21b | Option B: On the Home page,
click on the View and Update Place and track orders
Services tile under Managed
Services section.

Devices & accessories Mobile plans

Manage services
=] o
View and update services Return device Replace SIM Change plan
Reports Order dashboard Mobility fleet care report Mobile Device Management

Device Enrolment Service

22 | Search the service using the S
search fields as highlighted. T ome oo macmo v e v @ v

Home / Services

Services

Basic search

Service Number Account Number Device Serial

Input Value l Input Value ‘ Input Value ‘

SIM Serial Plan Owner

Input Value I Input Value ‘ Input Value ‘
(" sewen ) x
pN /

Deactivate mobile services Update username  Export results

Service number Account number Device Device serial Plan name Owned by Status
[ 9 Adaptive Mobile Executive Plan n Active
[ 9 Adaptive Mobile Executive Plan n Active
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Description " Detailed Actions

23 | In this example we search for S—
. ome ervices racking v fools v art order « =] TestSs v
the SIM serial number. T o oo o " @

Home / Services

TOX will populate a result once
there is a match.

Services

Basic search

Click to access the record. TR PR

Device Serial
Input Value I Input Value ‘ Input Value ‘
SIM Serial Plan Owner
g I Input Value ‘ Input Value ‘

Search

x

Deactivate mobile services Update username  Export results
Showing 1-10f 1items Items per page
Service number Account number Device Device serial Plan name Owned by Status

[+ 9 Adaptive Mobile Executive Plan n Active

o
< > Jumlﬂopagenﬂl Go )
& ©

24 | You will get navigated to the rrr——
Asset Detalls page { Home Services Tracking v  Tools v =1 .JOHN v

Home / Modify Mobile Features / Asset Details

Note that this asset/service is
showing the Service Status as:
Active

Asset details

Owned by : Mrs Dickson Lessy 174

Device information

Last updated date

IMEI serial

‘ 26/11/2025 17.08 PM
Service details
Service number Account number sim serial number

S RN

04 Deactivate 2 8
msi Plan Plan effective from PUK
5i Adaptive Mobile Epic Plan 85 4:

s N
[ ]  Undate value added services
\ e

25 | Click on the Deactivate link next —
to the Ser\”ce Number to { Home Services Tracking v  Tools v = o ) &
request service deactivation. Home  vodify Mol Featues / Aseet Detas

Notes: Asset details

‘Owned by : Mrs Dickson Lessy 174

- ‘Deactivate’ link is only
available when Service
status is ‘Active’. s A

26/11/2025 17.08 PM

Device information

- The service status is
dynamic and updated based

Service details

Service number Service status Account number Sim serial number
on system status. oz beacivats e D 2 8
msi Plan Plan effective from PUK
5( Adaptive Mobile Epic Plan 85 4.

Ve N
(G- Undate value added services
- J
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26 | You will get a pop-up message
to confirm if you need to
proceed with the deactivation.

Note: By proceeding with the
service deactivation order, you
accept the Early Termination R

Charges (ETCs) as set in Our B poseein o decthate s, you ettt we il chrgeyou

any applicable Early Termination Charges (ETCs) as set out in our customer

Customer Terms if the minimum Rt I AT et b el
contract term has not yet ot Termination Charges o oot vou sevico o+
expired from your mobile plan,
device contract or other add-

ons.

[Sinfo

If an ETC applies, it will appear
in your next billing cycle. Please
refer to mobility fleet reporting to
calculate your Early Termination
Charges or contact your service
team.

Click on Deactivate button to
submit the order or Cancel

otherwise.
27 | A pop-up message will appear
on your screen stating that the Service details | [o
i i i Service number TOX service status Service status (MICA) Account number
Service Deactlv.atlon request : — S
has been submitted
S u CCeSSfu I Iy- Sim serial number msi ' Plan Sian Plan effective from
Note: An order has been
created for this deactivation Select your data package
request. Add Name Descrition Price
(@] AM Shared Data Pack 100MB Adaptive Voice Plan- Data Add on $10.00 /mth
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Step Description " Detailed Actions

28 | You can check the status of this

order by navigating to My My Orders
Orders page. Wyordors Wy rumm oders
You will see order status in .
Provision Pending as the initial o ) ) =
Status Stage " Search by Order Number l Search by PO Number l [ 30/12/2025 = ]
Order Date To
Click on the corresponding N ol
order.
\( Search >\ X
Filter By
° [/. Approval Pending .\\ \/. In Progress .\\ \/ Accepted -\\ \/. Stock Allocated .\] View more
e AN\ PN N S
Showing 1- 4 of 149 items Items per page
Order Number PO Number Order Date Order Total Ordered By Order Type Status
TOXBAC 30/01/2026 15:02.52 $0.00 Service Deactivation Provision Pending
TOXBA! 29/01/2026 19:03:16 $159.01 ARO " Submitted
29 | Scroll down to the Order details
page and you will see the order ESSRURll] sereirtormaton
type as ‘Servlce DeaCtIVatIOn, Delivery address Ordered by Date ordered Ordertype
with no cost associated. o R B
Plans
Showing 1-10f 1items Items per page
Plan name Unit price Quantity Sub total
Service deactivation $0.00 /mth 1 50.00 /mth
< > Jumblobage of1
i:’\nmenls
30 | If you will navigate back to the
Asset Details page (as per step Asset details
4), you will see Service Status p— P
now showing in Deactivation Device Information
Pending.
et senst ;(;;0“:/2‘0!25 "::UE PM
Also, noticed that the
Deactivation link has Service detalls
dlsappeared On the Serv'ce ::wﬂn number s :c.cmmr number :m serial number
N u m ber' imst Plan Plan effective from PUK
Adaptive Mobile Executive Plan 8
( Back update value added services
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Description " Detailed Actions
31 Once Service Deactivation
Order has been processed and Asset details
completed automatically, Service Ownedbyziohmt 9
Status will show Deactivated. bevice information
Note: The newly deactivated s o409 AM
service number will be removed
from the asset list within 48 service details
hours. After this time, the service sorvica umbor im serat number
number will no longer be o 1 o
SearChable from the My Asset :SI :;;ptive Mobile Essential Plan e ;”K
pag e. Lanes Emergency
32 | You will also receive an Order
Completion email with attached
Order Completion Letter. i
Request submitted We're working on it Completed
] o (]

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 TOXBA! has been completed, and your
products/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
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Step Description
33 | Bulk Service Deactivation
Order

Navigate to the TOX home
page.

Click on the View and Update
Services tile.

Devices & accessories Mobile plans

> > >
Manage services
View and update services Return device Replace SIM Change plan
Reports Order dashboard Mobility fleet care report Mobile Device Management
Device Enrolment Service
34 | Click on Deactivate Mobile —

Services link. i Home Services Tracking v Tools v \:? @:eszss i v

Home / Services
Tip! Use the Export Results
link to download the list of active Services
mobile numbers which will help )

. . . e . Basic search
aSSISt In the Identlflcatlon Of Service Number ‘Account Number Device Serial
WhICh mOblle numbers Can be Input Value ‘ Input Value I Input Value ‘
used in the worksheet template
for the next step. ‘ | ‘
Input Value Input Value Input Value

In the event you added a mobile
number in the worksheet (s ) x
template that is not appearing [orvomemove e Jossssumame. amorromtell”
from the extracted file, TOX will aroning1-8 o sp1ems
throw an error

Service number Account number Device Device serial Plan name Owned by Status

0 4 Adaptive Mobile Executive Plan Deactivation Pending

0: a Adaptive Mobile Executive Plan Active

REGISTERED TELSTRA®
TELSTRA ENTERPRISE — TELSTRA ORDER EXCHANGE (TOX) CUSTOMER PORTAL
PRINTED 6/08/2026 7:06 PM | FINAL

Page 18 /
22



delstra

CP14 View and Update Services

Step Description Detailed Actions
35 | Click on Download Sample List
to get the worksheet template
for upload.

Note: This template will be Deactivate services
accessible through your

Downloads folder in your [ Conourte ST
computer.

4 Deactivation may take up to 48 hours to complete.

By procesding 1o deactivate 1is service, you accept tnat we will charge you any applicale Early Termination Charges (ETCS) as sét out in
our customer terms f the mifimum contract term has not yet expired from your mobile plan, device contract of other add-ons. If an ETC
‘appiies, it will 3ppear in your next billing cycie. Piease reter to mobilfy fieet reporting to caiculate your Early Termination Charges or
COALAC your Service team

36 | Open the Deactivation

File ~ Home Insert Pagelayout Formulas Data Review \View Automate Help B Cor
worksheet template and & ? o T s T Bowwwommy S Iofe [§ [
populate with the. mobile e S B I u-E-e-A- ;;“s% ’ :fw Efx;; : P sty e
numbers for service Clipbowrd 15 Font m B Number Styles calis Editing Sonsivty | Adi

. . 13 v i S frv
deactivation. . = s e e T

Mobile number
Save the changes in your It
computer.

37 | Going back to your TOX screen,
upload the worksheet template
from the above step.

Click on Choose Files and Deactivate services
select the Deactivation template uplozafe

Files can be xis or xlsx and up to 2MB

file from the Downloads folder.

Download sample list
@ Deactivation may take up to 48 hours to complete.
By proceeding to deactivate this service, you accept that we will Gharge you any applicable Early Termination Charges (ETCs) as set out in

our customer terms if the minimum contract term has not yet expired from your mobile pian, device contract or other add-ons. If an ETC
applies, it will appear in your next billing cycle. Please refer to mobility fleet reporting to calculate your Early Termination Charges or

contact your service team.
Cancel Deactivate services

38 | Once you upload the file, click
on Deactivate Services button.

Tip: You will know if the file has Deactivate services
been upload once you see the il
f[/e name on your Screen as Files can be xIs or xIsx and up to 2MB

hlghllghted in ye//ovvl sampleAssetDeactivationUpload_template xisx

Download sample list

Note: By proceeding with the

€ Deactivation may take up to 48 hours to complete.

Sewlce deaCt'Vat'on Order, you By proceeding to deactivate this service, you accept that we will charge you any applicable Early Termination Charges (ETCs) as set out in
H : our customer terms if the minimum contract term has not yet expired from your mobile plan, device contract or other add-ons. If an ETC
acce pt the Early Te rm I natlon applies, it will appear in your next billing cycle. Please refer to mobility fleet reporting to calculate your Early Termination Charges or

Charges (ETCs) as set in Our SOTREATEIERETD
Customer Terms if the minimum
contract term has not yet

expired from your mobile plan,
device contract or other add-

ons.
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If an ETC applies, it will appear
in your next billing cycle. Please
refer to mobility fleet reporting to
calculate your Early Termination
Charges or contact your service
team.

39 | Inthe event, the woksheet
template contains invalid mobile
number, TOX will show an error
message.

Amend the error in the template R
and upload the file again. —

o e will carge yous any apolicabe Eary Termination Chirges (ETC) a5 s oul i
i ons. Il an ETC

15 your Exy

Com ) (G

40 | Once all error message gets
corrected or if template contains
a valid service numbers, click on
Deactivate Services button.

Note: By proceeding with the
service deactivation order, you

Deactivate services

Upload file

accept the Early Termination i e et 10 23
Charges (ETCs) as set in Our (o) s

Customer Terms if the minimum ':w'm

contract term has not yet Bt i o e e AN iy s (T

. customer terms if the minimum coatractterm has 2ot et expired from your mobile plan. device contract or other 26d-ons. If an ETC zpplis, it will
ex p | red appeas in your next billing cycle. Please refer to mobiliy feet reporting to calculate your Early Termination Charges or contact your service tea.

41 | A pop-up message will appear
on your screen stating that the o e=e= b '
Service Deactivation request —— o  ower lf ——
has been submitted [t | 23
successfully. (Coma ) %
onchet e sioin. Ut ivmaes Exprrnit

Note: An order has been Sroueg1-sctronene serapersoe [T
created for this deactivation Sevcommber  Accomimmoer  Dwee  Oedcoswisl  Panvane Omedty  ToXnicesatn
request. i e e T -

. e
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42 | You can check the status of this

order by navigating to My My Orders

Orders page. Wyordors Wy rumm oders

You will see order status in ,

Provision Pending as the initial Edsemh . o 3
status stage. S —— e = ]

. . Order Date To
Click on the corresponding N ol
order.
\( Search >\ X
Filter By
°( approvatpenaing ) ( mprogress ) ( ccoptea ) ( stock Aocatea ) viowmora
\ AN AN AN S

Showing 1- 4 of 149 items Items per page

Order Number PO Number Order Date Order Total Ordered By Order Type Status
TOXBAC 30/01/2026 15:02:52 $0.00 Service Deactivation Provision Pending |
TOXBAT 20/01/2026 19:0316 6159.01 ARO " Submitted
43 | Scroll down to the Order details P
page and you will see the order
deSCFiption as ‘Service o = | ppuavis;a:.nnding In pmgra::am N/A :ﬁ;wm
Deactivation’ with no cost Notifictionsrecpients Racipient o the order Teacking number
. . N/A TOXBA TestCPAJohn.Zj... Viewsl | NJA N/A
associated of all the Service
Numbers populated in the
worksheet upload. 2. 2. 0. :iw
e e e FE
Delivery address Ordered by Date ordered Order type
o= %6/12/2025 0400 A1 Serve Desctiation
Plans
Showing 1-10f 1 items Items per page 4 -
Plan name Unit price Quantity ‘Sub total
<[] > wmwopsse [ 1 o (o)
44 | If you will navigate back to the
Asset Details page (as per step Asset details
4), you will see Service Status ounedty 2
now showing in Deactivation Devics information
Pending.
Last updated date
et 30/01/2026 15.02 PM
Also, noticed that the
Deactivation link has Service detalls
dlsappeared on the Serv'ce ::wl:r:nm\mm :r.(‘mmhlmhhw :mmma\numhm
Number.
Adaptive Mobile Executive Plan 8
(TR oot value added services
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" Detailed Actions

Once order gets completed, you

will receive an Order Completion
email with attached Order
Completion Letter.

<

Request submitted We're working on it Completed

o ] o

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
products/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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