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Accessing the web-based archive system over the 

internet

� The web-based archive system is used for searching for masterbills and payment advice documents.

� If you have not until now had access to the web-based archive system, you can apply for access formlessly 

by sending an email to our Accounts Receivable service centre (tui-sc@tui.com). Please let us know the

email address to which the access data shall be sent.

� The login address is: http://archivsystem.tui.com/extern. When you go this address you will see a login

screen. Please log on using your login data.

� To save this web page as a shortcut on your Desktop: 

1) open the web browser

2) enter the address given above in the address line.

3) click “File” in the menu bar, then move cursor over “Send” in the dropdown menu to show and select/click

on “Shortcut to Desktop”. 

� You can, if you like, rename the shortcut.

� Alternatively, you can add the web address to your Favourites or Bookmarks.
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System requirements

� You can login with any of the latest generation of browsers (e.g. Internet Explorer version 5.5 or higher, Mozilla 

FireFox).

� To display documents you need Adobe Acrobat Reader 6.0 or higher. If this is not installed on your PC, you can

download and install it from http://www.adobe.de/products/acrobat/readstep2.html

� The PC must support Java Runtime Environment (JRE) version

6.0 or higher to ensure the display of TIFF files.

� WinZip or a similar zip program must be installed to handle multiple file downloads.

� These are the essential system requirements to ensure that the documents stored in the system as PDF 

or TIFF files are displayed..
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The menu bar on the web browser

� The usual internet functions are available

1. Move back to show previous page with the “Back” button

2. Show next page with the “Forwards” button

3. Stop loading current page

4. Reload the current page

5. Print current page (the displayed page content)
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Logging on to TUI‘s web-based archive system

� The login page is displayed once you have navigated to the nTAS web address.

1. Enter your user name and password

� Please note: You must have received your password in advance by email –

enter this password (at least 8-figure).

2. Click on the Login button (or Enter key) to log on

3. You can obtain a new password by email by pressing the “Forgot your 

password” button.
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The start page
� The start page is sub-divided into 3 areas:

� Area 1 � contains document classes, search masks and filter options

� Area 2 � contains “Download documents as Zip file“ and “Change password“ buttons

� Area 3 � contains the hit list from your search
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Job 1 – Preparing searches

Use the “Document classes” menu to select a document class or classes for the 

search. Un-check the activated box (with green check symbol) to deselect a 

document class. If you don’t make any changes to the pre-sets, you will always be 

shown the documents assigned to you in the display.

You can select document status -- unread, read, both – under “Status” 

Use “Firm/Brand” to directly select a tour operator (e.g. “TUI Deutschland 

GmbH”). This must always be selected.

You can enter a numeric value under “Supplier”  (e.g. 33333).

Limit the creation date using “Date created from” and “Date created till” (e.g. 

01.01.2007).

Use the “Achievement key” to further restrict the list of matches for your search 

(e.g. XYZ99999)

Limit the invoice date using “Document date from” and “Document date till”(e.g. 

01.01.2009).

Click on “Search” or the “Return” key to start the search.

Use this to specify the document id number (e.g.1002307).
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Sample document “Masterbill/Koala”

� Search mask search criteria for masterbill:

1. � Supplier number (here, e.g. 33333)

2. � Document number (here, e.g. 1002307)

3. � Service code (here, e.g. XYZ99999)

4. � Company (here, e.g. TUI Deutschland GmbH)
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Sample document “Payment advice”

� Search mask searh criteria for a payment advice:

1. � Document number (here, e.g. 1002307)

2. � Service code (here, e.g. XYZ22222)

3. � Company (here, e.g. TUI Deutschland GmbH)

1 2
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Job 2 – “Zip file” and “Password”

1

2

1 If you have marked more than one document in the hit list, you can download these 

together as a Zip file to your local PC. Select “Download documents as Zip file” to start 

this process. 

2 Whenever you want you can change the password you receive by email by pressing 

this button. 
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Job 3 – Fields in the hit list

The default setting means that the list shows all 

“unread” documents. “Unread” status is changed 

by marking each individual document and 

reading it or by pressing the “Mark all unread 

documents” button. Remove this marking with 

the “Remove mark” button.

Once the change has been made from “unread” 

to “read”, the day’s date is added and a green 

check mark is prefixed to the document. 
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Your search results
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Display documents from the hit list

� To show individual documents from the hit list, either click the relevant document entry 

or mark the document and download it.

� If you only want to display one document, you only have to click it and it will be opened  

by Adobe Acrobat Reader or the PC’s own viewer.

� You have to use the “Download documents as Zip file” to be able to view a number of 

documents. 
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Downloading documents in the hit list

3

1. To select all unread documents at once.

2. To “unmark” marked documents.

3. Press the “Download documents as Zip 

file” button to download the 

documents

Opens the user guide
Show the German version

Show the English 

version

1 2
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Log off from the web-based archive system

� Use the     button in the top right corner of the screen to log off from the web-based 

archive system.

� It is advisable to always use this log off button to exit from the application. Closing the 

browser window, as opposed to signing off properly, causes a lag and occupies server 

memory.


