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Marketplace Seller Onboarding - Content Upload Guide
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a. Importing Products via V2 Content Template
b. Product - FILE UPLOAD
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01 Covering
the Basics
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Tradeshift 
… is the platform that redefines the way 
buyers and suppliers connect, transact 

and grow.

44



Vision
To connect every company in the world, 
creating economic opportunity for all.

Mission
We build technologies that help businesses grow by giving 
them access to compliant e-invoices, better working capital 
financing, increased efficiency, and digital global trade. 
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Connecting every company in the world 
and creating economic opportunity for all.

Visionary  clients who 
partner with us include

1M
Onboarded suppliers

+$1T
Transaction value

500+  
Global customers

190 
Countries active
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Why Tradeshift Marketplaces?
More powerful and sustainable 
than any stand alone 
marketplace platform!

Confidential7

Bring Your 
Best in Class

Transform
Quickly
Grow Your 
Value
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02 Registration flow 
and process
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Please ensure the sellers activate their 
account via the Activation Link shared in 
the invitation email.

• If the seller could not find the email, 
search in the junk/spam mailbox.

• Invitation email: 
supplierinvitation@tradeshift.com

• Make sure all sellers whitelist 
tradeshift.com and mark 
tradeshift.com as a trusted sender 
to their mailbox to ensure they can 
receive the verification/ notification 
emails from Tradeshift.

Account 
Activation

9

Connect Source Marketplace Logo

Activation 
Link

Example

   Connect Source    
Marketplace 

Connect Source Marketplace 
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Complete the company information 
during the registration of account:

• Business Name 

• Country/ Region (where your 
company is tax registered) 

Account 
Activation

Please make sure to select the 
correct Country/ Region. It 
cannot be edited once the 
account is registered.

10
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Next, complete the personal 
information and email address (as 
the login email).

You will receive an email from 
Tradeshift to verify your account. 
Please proceed with the verification 
immediately.

⚠ If you could not find the email in 
the mailbox, please look through the 
junk/ spam folder.

Account 
Activation

Enter the email 
address which will be 
the login email of your 
Tradeshift account.

Click continue to 
proceed 

11
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Once the email address is verified, the 
next step is to create a password for 
login.

You will be able to login to Tradeshift 
with the registered email address and 
password after this!

Login Page: go.tradeshift.com

12

Account 
Activation

Click here to 
login.

https://go.tradeshift.com
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Quick Tips

Click “Forgot your 
Password?”

13

I forgot my password. How do I reset 
it?

• From the login page, click on the 
"Forgot your password?" link.

• You will be taken to the "Forgot your 
password?" page. enter your Email 
address in the field and click "Send 
Instructions".

http://go.tradeshift.com
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Please ensure the details in your Company 
Profile are updated before you kick-start the 
invoicing process by filling in the columns as 
below:

Mandatory:

• Company Name

• Company Address (Full)

• Company Identifiers (Business 
registration number, Tax/ VAT ID)

Optional:

• Company Logo

• Industry

• Phone

• Company Email Address

Update 
Company Profile

Click the 
[Profile] app 

Tip: Click here to invite 
additional users

Mandatory 
fields

14
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Depending on your registered country, 
the Company ID (Business 
Registration Number) and/ or VAT ID 
must be updated in the Company 
Profile. 

Please ensure the “Company 
Identifiers” section in your Company 
Profile is updated

Update 
Company 
Profile

15
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Even easier! If you have access to your 
company account, just make sure that 
you are connected to the Marketplace/ 
Customer. You can verify the 
connection via the “Network” app.

If you do not have access to your 
Tradeshift company account, request 
your colleague who does to add you 
as a user from the ‘Profile’ app. 

Does your 
company 
already have 
an account?

16
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If the seller is an existing user of 
Tradeshift, there will be a connection 
enabled automatically:

1. Go to ‘Network’ 

2. Under ‘My Network’ tab check on the 
connection status and if necessary click 
‘VERIFY’ to confirm the connection with 
Connect Source Marketplace.

Network 
Connection 
with Existing 
Sellers

17

1.

2.
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03 Navigating 
through the 
apps

18
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Click ‘’All apps’’ to 
search for more 
applications

Managing your 
Tradeshift 
Account

19

Click on the arrow 
to open and close 
the sidebar
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Frequently Used 
Applications

20
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Frequently Used 
Applications

Network

• View existing connections

• Search for new connections

• Accept/Reject new pending 

network request(s)

Document Manager

• Search for a PO

• Create Invoices

• View Document status

Profile

• View and edit company 

information - Company Name, 

Address, Company Identifiers 

etc.

• Add or remove a user (Primary 

User, Company Admin)

21

https://support.tradeshift.com/knowledgebase/article/115001640904
https://support.tradeshift.com/knowledgebase/article/360010768019
https://support.tradeshift.com/knowledgebase/article/5403674511634
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Frequently Used 
Applications

Support Center

• Updated announcement

• Access to Knowledge Base 

articles

• Landing Pages

• Raise a Support Ticket

Seller Marketplace  
Manager

• Also known as the SMM app

• Downloadable from the App 
Store

• Create, edit and view catalog 
content (product details)

• Submit Offer to the 
Marketplace/buyers

22

AskAda - Your New  AI 
Assistant  

• Answering platform-specific 

support questions

• Resolving issues quickly

• Platform onboarding more 

effectively

https://support.tradeshift.com/knowledgebase/article/7612345449874
https://support.tradeshift.com/knowledgebase/article/4409708469650
https://support.tradeshift.com/knowledgebase/article/360001765559
https://support.tradeshift.com/knowledgebase/article/360001765559
https://support.tradeshift.com/knowledgebase/article/360013211859
https://tradeshift.com/resources/e-invoicing/ask-ada-ai-powered-assistant/
https://tradeshift.com/resources/e-invoicing/ask-ada-ai-powered-assistant/
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Frequently Used 
Applications

Knowledge Base

• All assistance in every step, 

refer here for the collection 

of articles about selling on 

Tradeshift

• Encompass many forms of 

content: FAQs, Process 

Guides, Video 

demonstrations etc.

Tradeshift University

• Search for more how-to and 
learning guides and browse 
for new courses

• Only available to login users

• Course: Upload products via File 
Upload

• Course: Seller Marketplace 
Manager - Creating an Offer

23

Dashboard

• Gathers key data, 

documents, support, and 

educational resources.

• Access to some of the most 

used Tradeshift apps

https://support.tradeshift.com/knowledgebase
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/290/session/1387
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/415/session/1985
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/415/session/1985
https://go.tradeshift.com/#/Tradeshift.University?path=university/programs/44
https://go.tradeshift.com/#/Tradeshift.University?path=university/programs/44
https://support.tradeshift.com/knowledgebase/article/5404169760658
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Frequently Used 
Applications

Settings

• Edit User’s Settings: First 

Name, Last Name, Login 

Email, Password, 

Language etc.

• Notification setting

24

https://support.tradeshift.com/knowledgebase/article/5402251333650
https://support.tradeshift.com/knowledgebase/article/5402272354578
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04 Seller Marketplace 
Manager & 
Marketplace Seller 
Fees App

25
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Seller 
Marketplace 
Manager App

2626
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Seller 
Marketplace 
Manager App

1. Download the Seller 
Marketplace Manager 
app from “App Store”

27

1.
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2. Search for 
“Marketplace” 

3. Activate the Seller 
Marketplace 
Manager App

28

2.

3.

Seller 
Marketplace 
Manager App
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For easy access, you can add 
the Seller Marketplace 
Manager app as favorite 
onto the menu from ‘All apps’

Seller Marketplace 
Manager app is now 
added onto the left 
menu and can be 
found under “All 
apps”

Seller 
Marketplace 
Manager App
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Marketplace 
Seller Fees App

3030
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Sellers must activate the [Marketplace Seller Fees] app from the App  Store, as shown above to 

see the subscription fees in place between the seller and the Marketplace.

3131

Marketplace Seller Fees
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Sellers can access the Network app to view the subscription fees which are based on the delivery country.

3232

1. 3.2.

Marketplace Seller Fees
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Marketplace Seller Fees

Sellers will receive Invoice of the seller fees from the Marketplace via the Document Manager app.

3333

1. 2.
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05 Products & Offers 
MANUAL UPLOAD

34
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Product & 
Offer Upload 
Options
Upload contents and offers: 

• Manual product and offer upload via Web User Interface( UI)
• Upload Product and Offers via file upload

3535
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Product vs. Offer 
Upload Concept

1. Products:  Generic 
product/service 
information and standard 
pricing. (The 
products/services are only 
visible for those who have 
user access on supplier 
side. Not yet visible to the 
Marketplace/ Buyer)

2. Offers: Customized 
offering directed to a 
Marketplace

36

1.

2.



ConfidentialConfidential

MANUAL 
Product 
Upload

3737
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Manual Product 
Upload

1. Access the Seller 
Marketplace Manager app  

2. Click on “Add Manually”

38

1.

2.
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Manual Product 
Upload

39

Here you add 
all the product 
mandatory 
information.
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Manual Product 
Upload

Fill in the product details (mandatory 
fields *):

1. NAME*: Enter the product 
name here

2. DESCRIPTION: Enter the 
product description such as 
specifications for better 
illustration

3. ID*: Select a relevant 
product ID which refers to 
the your product number, 
then enter the product 
number

4. UNSPSC COMMODITY 
CODE*: search and select a 
relevant category 
commodity code for the 
product. 

40

1. 3.

2. 4.
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Manual Product 
Upload

Fill in the product details (mandatory 
fields *):

5. Pricing: Enter the BASE 
PRICE* and select a UNIT OF 
MEASURE*. The base price 
currency is not amendable 
from the UI, to upload 
products with a different 
currency, please use the 
upload file option.

    ⚠  If you offer products in multiple 
currencies, please submit one separate 
offer for each currency. This will help 
ensure accurate and efficient offer 
management.

6. Other optional fields such as 
Lot Size, Min Order Qty, Lead 
Time, Images and Additional 
Information are highly 
recommended to fill in 

41

5.
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Manual Product 
Upload

The created products will be visible 
under the Products Tab

42

You can perform multiple 
actions for one or more 
products by selecting them 
and choosing the right task

Click [CREATE PRODUCT] 
to create more products 
via UI manually
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MANUAL Offer 
Upload

4343
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Manual Offer Upload

1. Under the [Offers] section, you 
can create new offers and 
manage existing offers.

2. Click [Create Offer] to start 
creating new Offer.

44

1.
2.
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You ca create an Offer within 4 
steps.

Step 1: Choose the Marketplace to 
which the products/ services shall be 
offered.

A drop-down list will reflect the 
Marketplace(s) which you are 
already connected with.

45

1.

Manual Offer Upload
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Step 2:

• TITLE: Insert the Offer title 
which will be visible to the 
Marketplace Operator

• Upload a Banner Image (if any)

• Leave a message in the 
MESSAGE column which will be 
visible to the Marketplace 
Operator

• Select the validity (Valid From, 
Expires At) - if any

• Select Target Markets (based 
on Buyer country). In default, 
the Offer is offered worldwide.

46

Manual Offer Upload
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Step 3:

• Add selected products to the 
offer, OR

• Add the offer by uploading 
the Content Upload template 
file

    ⚠  If you offer products in multiple 
currencies, please submit one separate 
offer for each currency. This will help 
ensure accurate and efficient offer 
management.

47

Manual Offer Upload
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Still on Step 3:

1. When selecting products, you 
may click into each product to 
update/ amend the details.

2. Then click [Add to offer]

3. You may click [OFFER ALL 
PRODUCTS] to include all the 
products uploaded to the Offer.

48

1.

2.

3.

Manual Offer Upload
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Step 4:

Review the Offer details and then 
click {SEND]

You can always click [BACK] to the 
previous steps or click the 
[PRODUCT OFFER VALIDATION] to 
amend details before sending the 
Offer.

If you did not click [SEND], this Offer 
will be created as a draft and saved 
under the [Offers] section of Seller 
Marketplace Manager app.

49

Manual Offer Upload
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Once the Offer is submitted, you will 
see the status of the Offer as 
OFFERED.

Once the Marketplace Operator has 
approved your Offer, the status will 
be updated to PUBLISHED

50

The offer is now visible on 
the Marketplace. The 
Marketplace Operator is 
notified via email.

Manual Offer Upload
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Manual Offer Upload 
- Update Offer

If you must update the offer with 
either new products or new pricing, 
it can be done with the following 
steps:

1. Go to the Seller Marketplace 
Manager app and go to [Offers] 
tab

2. Select the offer that needs to be 
updated  

3. Click on the  “products offered” 

4. Click into one of the products to 
update the details

• You may edit the Offered 
Price directly from the list

• Price reflects the original 
base price of the product. 
Price and Offered Price can 
be maintained separately.

51

4.
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5. Click on [Not in Offer] to 
select products to add to the 
existing Offer

52

5.

Manual Offer Upload 
- Update Offer
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06 Products & Offers
FILE UPLOAD

53
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1. Access the Seller 
Marketplace Manager app  

2. Click on “Upload Products”

1.

2.

Importing Products via 
V2 Content Template
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There are two types of templates:

1. Simplified content template 
(format V2 XLSX)

2. Rich Content Template 
(format V3 XSLX)

⚠ Important:

We suggest sellers to download 
and utilise the V2 simplified 
content template which is a 
standard template with complete 
functionalities. We are currently 
updating and improving the V3 
rich content template.

55

Importing Products via 
V2 Content Template
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Importing Products via 
V2 Content Template

56

Required fields per Upload 
Mode
● Based on the upload 

mode, the fields are either 
mandatory, optional or 
should not be changed 
(Do not use) Upload: The section where you fill in your product information 

General Instructions about how to use the template: Instructions and information about the template

Attributes tab: Here you can find a brief explanation on how to fill in each field  

Code Lists: Here you will find supported UOM codes, certificates and languages code

Example and Quality Tips: Some examples showing how the product information should be filled in

Content Upload
● This is where you 

fill in your product 
information

Header level
● You can chose the 

Upload Mode
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There are 5 different ways you can upload 
your content (based on the Upload Mode): 

1. UPDATE PRODUCTS
• Add or update list of available 

Products. This mode is not connected 
to any offer and thus DO NOT need to 
provide the Offer Title.  

• An offer needs to be submitted 
separately via Seller Marketplace 
Manager app once the products are 
uploaded.

2. ADD NEW OFFER **
• Create a new offer 
• New products will be created, where 

new offer items will be added
• Changes to existing offer items will be 

updated

Importing Products via 
V2 Content Template

⚠ ** Offer Title and Receiver Name are mandatory when uploading a file 
under Offer modes.

Offer Title ： The name of the Offer
Receiver Name ： Enter the name of the receiving party, ie. Marketplace name 

     (case sensitive)
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3. UPDATE OFFER **
• Updates an existing offer 
• New products will be created, 

where new offer items will be 
added

• Changes to existing offer items 
will be updated, missed offer 
items will be kept

4. REPLACE OFFER **
• Similar to UPDATE OFFER, but 

offer items which are not included 
will be deleted

5. DELETE OFFER **
• An offer identified by the Offer 

Title will be withdrawn - Offer and 
Offer items are deleted

58

Importing Products via 
V2 Content Template

⚠ ** Offer Title and Receiver Name are mandatory when uploading a file 
under Offer modes.

Offer Title ： The name of the Offer
Receiver Name ： Enter the name of the receiving party, ie. Marketplace name 

     (case sensitive)
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Product
FILE UPLOAD

5959
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Upload Mode: UPDATE PRODUCTS

This mode is not connected to any offer and no offer 
Title should be provided.

● Column A: Select a relevant ID for your product 
number. (ie. SKU)

● Insert all the mandatory information highlighted in 
red.

● Content quality is important - description should 
therefore provide relevant information.

● Column F: Category refers to the UNSPSC 
commodity code. The code can be selected from the 
full list of version 19.0501.

● The Units of Measure supported can be found under 
the Code Lists tab. If the field is left empty, EA will 
be taken as the default UoM automatically.

6060

Importing Products 
via V2 Content 
Template

● Even though not mandatory - Keywords are helpful to insure the visibility of your product, 
when the client is searching for a specific item. Words included in the name and description 
are already considered keywords.

● Images of the products must be provided in URLs which are publicly accessible. 
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Price Break

You can offer discounts by utilising the 
Price Break columns. There are two (2) 
different Price Break types (based on 
Quantity):

a) Volume : Depending on the 
selected quantity, the price 
changes for all ordered items.

b) Tiered : There are different prices 
applied to specific quantity, the 
price change is based on tiering.

‘Price Break1 ’ defines the initial price for 
the first price break quantity. If ordering up 
to a certain amount of items, the initial 
price applies. In this case ‘Price Break1’ 
should be the initial price . ‘Price Break 
Quantity1’ should always be zero . The 
initial price applies up to ‘Price Break 
Quantity2’. The buyer will be allowed to 
order at least the minimum order quantity 
defined.  

6161

Importing Products 
via V2 Content 
Template

‘Price Break2 ’ and above define the price per item if ordering above a defined 
quantity. The price per item will change (differ from initial price).

If there is a minimum quantity applies for ordering, you can add it under the column 
‘Min Order Quantity’ .

Sellers can add up to 15 price breaks  by simply adding new columns to the file 
with the correct column name, ie. Price Break6, Price Break Quantity6; Price Break7, 
Price Break Quantity7 etc.
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1. Once you have finished filling in 
the product details, go to the 
Seller Marketplace Manager 
app, select “Upload Products 
(and Offers” - if this is not your 
first upload) then click on 
“UPLOAD FILE” to upload your 
content template.

2. After the catalog file has been 
selected, the system will map 
the fields accordingly. If all 
columns are mapped correctly, 
click on “Import Now” to 
proceed.

62

Importing Products 
via V2 Content 
Template

1.
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3. When uploading the products, 
the platform will reflect the 
status of the import, whether 
they are imported successfully/ 
partially imported/ failed to 
import. 

4. In this example there is one 
product that could not be 
completely imported due to 
missing fields. You can click 
[View error report] to find out 
the reason. You may then 
correct the error either manually 
by clicking on the product or by 
re-submitting the file. 

5. All products uploaded will be 
reflected under the “Products” 
tab.

63

Importing Products 
via V2 Content 
Template

3.
4.

5.
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Offer
FILE UPLOAD

6464
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Upload Mode: ADD NEW OFFER

Create a new offer where new offer items will be added.

Offer Title and Receiver Name are Mandatory.

Message (optional): will be visible in the notification sent to the 
Marketplace.

Receiver Name: This field is case sensitive, make sure to check 
the Receiver Name (ie. Marketplace name) via the Network 
application. The offer valid date is optional. 

If you decide on adding an expiration date to your offer, the 
offer will be removed and deleted on that date. 

If you decide on adding a target market, please add the codes 
under the Country field. For US please add the states as well. 

“Do not use” columns: If the products have already been 
uploaded to the product master, you do not need to fill in all 
information, just insert the product number (Column A).

6565

Add New Offer & Products 
via V2 Content Template

    ⚠  If you offer products in multiple currencies, 
please submit one separate offer for each currency. 
This will help ensure accurate and efficient offer 
management.
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Upload Mode: ADD NEW OFFER

Add New Offer & Products 
via V2 Content Template
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Upload Mode: UPDATE OFFER

Updates an existing offer. 

Cannot be used to create a new 
offer. 

New products will be created to the 
product master info. 

New offer items will be added, 
changes to existing offer items will 
be updated, missed offer items will 
be kept.

Offer Title and Receiver Name are 
Mandatory. 

Update Offer & 
Products via V2 Content 
Template
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1. The new message will be visible for your 
Buyer. 

2. The products not added to the offer update 
will be kept.

3. For new products added to the updated Offer, 
they will be under ‘awaiting acceptance’ 
status where approval from the Marketplace 
Operator is required.

4. By clicking on “Products Offered” you can see 
all the products included in the offer (including 
the price changes if applicable). The product 
‘Price’ and ‘Offered Price’ can be maintained 
separately.

6868

Update Offer & 
Products via V2 Content 
Template
Upload Mode: UPDATE OFFER
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Upload Mode: REPLACE OFFER

Similar to UPDATE OFFER, but 
offer items which are not 
included will be deleted.

Cannot be used to create a new 
offer. 

New products will be created to 
the product master info. 

New offer items will be added, 
changes to existing offer items 
will be updated, missed offer 
items will be deleted.

Offer Title and Receiver Name 
are Mandatory. 

Replace Offer & 
Products via V2 Content 
Template
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1. The new message will be visible for you Buyer 

2. The products not added in the offer update, have been deleted. 

3. For new products added to the updated Offer, they will be under 
‘awaiting acceptance’ status where approval from the Marketplace 
Operator is required.

4. By clicking on “Products Offered” -> In Offer Tab you can see all the products 
included in the offer (including the price changes if applicable). The product 
‘Price’ and ‘Offered Price’ can be maintained separately.

5. By clicking on “Products Offered” - Not  In Offer Tab you can see all the 
products aren’t part of the offer.

7070

Replace Offer & 
Products via V2 Content 
TemplateUpload Mode: REPLACE OFFER
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Upload Mode: DELETE OFFER

An offer identified by the Offer Title 
will be deleted. The Offer will be 
withdrawn from the Marketplace.

Offer and Offer items are deleted

No product details need to be filled 
in

Offer Title and Receiver Name 
are Mandatory.

Delete Offer via V2 
Content Template
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07 Content Quality

72
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Poor Quality Content

Content Quality Example
Rich Quality Content

Bad Content

Quality
 

Content
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● Intuitive product name

● High quality images bring life to the 
shop and add a layer of 
professionalism

● Clear and detailed product 
description

● Product attributes available at a 
glance

● Keywords will make it easier for 
requesters to find items 

 

Content Quality Example
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Attributes adding 
content quality

Fixed attributes:

• Category (UNSPSC Commodity Code)

• Lead Time

• Brand

• Manufacturer & Manufacturer Item ID

• Country of Origin

• Certificate

Attributes will be published in section with the same name, sorted in alphabetical order. 

There are two types of attributes, fixed and customizable. 

Custom attributes:

• Description: Free text field to define the 
attribute

• Add additional attributes or details which are 
not captured by fixed attributes. For example 
color or weight. Refer to this article or 
Tradeshift University video about how to add 
variant attributes to your products (make sure 
you are logged in to your Tradeshift account to 
access the materials).

75
75

https://support.tradeshift.com/knowledgebase/article/360012247140
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/501/session/2436
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08 Document 
Manager App

76
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Document Manager

Access the Document 
Manager application 
from the left taskbar.
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Customisable Layout

Document Manager offers the 
feature for a user to customize the 
layout of the document list based on 
your preference as required.

1. Click on         icon  

2. Choose a table column

3. Click on SAVE

You can click on ‘DOWNLOAD CSV’ 
to view the list of documents 
available.

Document Manager 
- Customized View

1.

2.

3.

Click on DOWNLOAD CSV 
to save the report
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You can easily search for a 
document by:

1. Applying filter(s)

2. Inserting the document 
number/ Buyer name/ 
item description/ amount 
on the search bar

Document Manager 
- Search

1.

2.
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How to receive 
Purchase 
Orders from 
Buyers?

8080
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As a seller, once you have an Offer published on Tradeshift platform, when buyer places a 
Purchase Order:

• You will receive the digital Purchase Order via the Document Manager app on 
Tradeshift. You can view or download the Purchase Order from the platform. 

• If your email address is registered in your account to receive a notification email from 
Tradeshift (refer to next page about setting notification email), you will also receive 
the attachment of the PDF of the Purchase Order together with the notification. Refer 
to how to change the notification settings for more information about the notification 
settings.

How to receive 
Purchase Orders from 
buyer?

https://support.tradeshift.com/knowledgebase/article/360010768019
https://support.tradeshift.com/knowledgebase/article/5402272354578
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Receiving Orders via email 
notification from Tradeshift

Primary user who registered for the 
account will receive document 
notification (Orders).

To change the email address receiving 
the document notification:

1. Go to User Settings
2. Click [Notifications]
3. Uncheck ‘You receive a 

document’ from the original 
email setting (primary user)

4. Click [Add new email]
5. Insert new email address then 

check the box ‘You receive a 
document’

6. Cick [Proceed]

⚠ You can only select a notification 
type for one email address. In other 
words, each box can only be ticked 
under one email address in the setting.

1.

2.

3.

5.

6.

4.
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Tradeshift 
Landing Page
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The Landing Page is where you will 
find all the necessary information 
regarding your Customer’s or 
Marketplace’s transition to Tradeshift, 
latest announcements and support 
information.

The Landing Page will be shared to 
you via the invitation email.

Nevertheless, you may refer to the 
general information here: 
https://support.tradeshift.com/  

Click here for other 
language options

https://support.tradeshift.com/
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Support Information
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We encourage sellers to utilise the 
support information available on the 
platform, such as 

1. Knowledge Base (articles)
2. Tradeshift University (videos) 

You can easily browse for relevant 
articles or videos to learn about 
how to navigate through the 
platform.

1.

2.

The University app can be 
accessed only after 
logging in to the platform . 
Go to ‘All apps’ to search for 
the app, you may look for the 
relevant video by inserting 
the keywords/ topic on the 
search bar (as shown in the 
screenshot)

https://support.tradeshift.com/knowledgebase/article/5826497919250
https://go.tradeshift.com/?currentScreen=0#/Tradeshift.University
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How Sellers Collaborate with 
Marketplace Operator

1.

2.

3.

1. Go to the [Seller Marketplace 
Manager] app

2. Go to [Offers] tab

3. Select a submitted Offer 

Note:

Collaboration helps users collaborate 
on documents and tasks. Collaboration 
can be initiated from a submitted 
Offer or a submitted/ received 
document (ie. PO, Invoice). If the Offer 
is yet to be submitted (under status 
‘DRAFT’, seller will not be able to start 
the conversation. 
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4.

5.

Click here to send 
message

Click here to add an 
attachment

How Sellers Collaborate with 
Marketplace Operator
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FAQs

1. How do I obtain the Activation Link from 
Tradeshift?
You will receive the Activation Link via 
invitation email from Tradeshift or your 
customer. If you could not find the invitation in 
your inbox, please check the junk/spam folder. 
Contact your Marketplace Operator/Customer 
if you did not receive it.

2. How to add additional users to access my 
company account?
You can add more users via the Profile app, 
refer to this article for details

3. I need to add a form for my product. Can I do 
that?
Of course! You just need to activate the 
Formbuilder app from the App Store to create 
a form. After creating a form, simply attach it 
to an item via Seller Marketplace Manager 
App. 

4. Can I offer product bundles? 

Yes, you simply need to fill in the specific 
columns in your file in order to create a bundle. 
Refer to this article here or access the 
Tradeshift University video - Product Bundles 
to learn about it 
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https://support.tradeshift.com/knowledgebase/article/5403227252626
https://support.tradeshift.com/knowledgebase/article/360013026780
https://support.tradeshift.com/knowledgebase/article/360019133980
https://support.tradeshift.com/knowledgebase/article/360019133980
https://support.tradeshift.com/knowledgebase/article/360013576999
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/502/session/2437
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FAQs

5. What Units of Measures are supported by 
Tradeshift?
Tradeshift supports a specific Unit of Measure 
(UoM) which can be found here. If the UoM is 
not provided when uploading products, the 
platform will utilise ‘Each’ or ‘EA’ as the default 
UoM.
You can also find the UoM supported by the 
platform in the Content Upload Template sheet 
-> “Code List” tab.
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6. I have a product with different attributes (ie. 
different sizes, colors). How can I enable the 
selection based on the attributes?
Yes, you can add a Variant Group for a product 
with different attribute options. Refer to this 
article or Tradeshift University video about how 
to add variant attributes to your products.

https://support.tradeshift.com/knowledgebase/article/360012874339
https://support.tradeshift.com/knowledgebase/article/360012874339
https://support.tradeshift.com/knowledgebase/article/360012247140
https://support.tradeshift.com/knowledgebase/article/360012247140
https://go.tradeshift.com/#/Tradeshift.University?path=university/course/501/session/2436
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Thank you!

Tradeshift BUY  |  WEBUI

91


