Onboarding: Getting
Started with Tradeshift




Tradeshift

... Is the platform that redefines the way
buyers and suppliers connect, transact
and grow.
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Our Vision

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




Tradeshift

brings simplicity,
connectivity and a
B2C like
experience

to B2B commerce.

From waiting months
to get paid and
bureaucratic process to
get a loan — same day
payments, invoice
finance, cards and
pre-qualified working
capital solutions.

From outdated procurement — buying
through B2B marketplaces.

E

SeII better

From sending paper

invoices — touchless
e-invoice processing
and storage.

From high CAC

— expanding sales
reach at lower cost by
selling on a B2B
marketplace.

Tradeshift



Tradeshift improving B2B Commerce since 2010

A

utomate & digitise sending Supplier or Buyer
and receipt of invoices

Supplier Financing AP Automation

Embedded invoice financing Control & compliance with
with HSBC Al-supported automation

B2B Marketplaces Virtual Credit Cards

Join a marketplace or Virtual cards powered by
create one AMEX and VISA
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Agenda

1. Connection Setup
d.  The Network App
b.  Connection Setup

C. How to accept a connection request?
2. How to Reach Support

a.  Accessing to Support
b.  Support Centre

©

Your Customer’s Landing Page
d.  Chat Function
e. AskAda

3.  Settings and Configuration
d. Where do | access my user settings?
b. User details

C. Notifications
4. Informational Apps: Tradeshift University and Knowledge Base

5. FAQs
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Tips: Click on the title to view the relevant topic

Tradeshift


#

Tradeshift Platform
Walkthrough



Connection Setup

Tradeshift



The Network
App

The My Network tab contains a list of
all of your Tradeshift account’s current
connections.
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Tradeshift

Create

Document Manager

Tradeshift Knowledge Base

Dashboard

Network

. : Support

Profile

Switch to...

University

All apps

Misya Samad
*SEC_United Kingdom _Seller*

Network
MYNETWORK ~ GROUPS  TRADESHIFT NETWORK

Q

CONNECTIONS (2)

NAME

Northpole Europe

United Kingdom
9',"

Northpole US
United States

+ Add filter

ACCOUNTING SYSTEM |

RELATIONSHIP ...

Connection

Connection

Tradeshift



Connection
Setup

Make sure your account is connected to your
Customer.
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Go to ‘Network’

Under ‘My Network’ tab, make sure the
Relationship Status with your Customer is
reflected as ‘Connection’.

For existing Tradeshift users: if the
Relationship Status is reflected as ‘Unverified
relationship’, click VERIFY to accept the
connection request.

If you could not see any connection, please
contact our Support team via Chat or
https://support.tradeshift.com/frequests/new

<

&

Tradeshift <

Create

Dashboard

Document Manager

Task Manager

Tradeshift Knowledge Base

Network

Support

University

Switch to...

Network

MY NETWORK ~ GROUPS  TRADESHIFT NETWORK

A You have 3 unverified relationships to review HOW UN ) RELATI

Unverified relationships are created when a trusted company on Tradeshift provides us with evidence that they do business with you. To protect your privacy,
you must confirm that relationship before it becomes a full connection. You can review the other company's profile to verify who they are. If you don't
recognize them, you can remove the relationship.

Austria

Q + Add filter
CONNECTIONS (20)

NAME ACCOUNTING SYSTEM ID RELATIONSHIP ...
Chocolate Bar Test Buyer GmbH .

lﬁ Connection L]
Germany
Test Buyer A Limited Unverified

li T N [ verey ] VoV ee
United Kingdom relationship
Test Buyer B Limited

.i Connection e

T Ee——

Click ‘VERIFY’ to
accept the
connection request

Tradeshift


https://support.tradeshift.com/requests/new

How to accept a
connection request

If you have notifications enabled on

your account, you will receive an

email from Tradeshift every time

another company sends you a

connection request. T i ift.com> Tue, Jul5,10:11 AM (8 days ago) ¥ €3

Simply accept the connection request
by:

NORTHPOLE EUROPE wants

to connect with you on Tradeshift
o Clicking on the green Accept NORTHPOLE EUROPE
button Location: United Kingdom
o You can also accept a
connection request by Why.connecte | .
Lo . When you connect with a company you trust, you can exchange business documents
C||Ck|ng acceptin the Task and messages related to your shared transactions in Tradeshift.

List app inside your
Tradeshift platform account.
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https://go.tradeshift.com/#/Tradeshift.TaskList
https://go.tradeshift.com/#/Tradeshift.TaskList

How to Reach
Support

Tradeshift



Accessing to
Support

If you are experiencing any technical
issues while using Tradeshift, here is
how you can contact us and keep
track of your support request.

This can be found by clicking;

e  The Support Center app

e Theicon with your initials
located at the bottom of the
left-side launcher

e The Support quick access in
the Dashboard
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‘Tradeshift

B

B pocument Manager

B Task Manager
Tradeshift Knowledge Base
Dashboard
Network
Support Center
University
Profile

All apps

Switch branch
User settings

Support

Log out

@ *SEC_United Kingdom_Seller*

‘T *SEC_United Kingdom_Seller*

38 2

OpenTasks | Network Requests

Documents

Sales  Purchases

[nvoices IR

Support

Crucial knowledge

W sent 11

g

Lastmonth w

Draft 10

Issue date: 13 Jun 2022 - 14Jul 2022

W GB223344556 Admins 1 sers 0 Manage

Create document

Invoice
Use the invoice creator app to generate and send invoices to
your buyers

Other document type
Quote, credit note, purchase order, prepayment invoice, and
pro forma invoice

Upload document
Rl Usea PDF, UBL or any of the other supported formats

Tradeshift



Support Center

Support Center provides
information such as your pending
support ticket(s), latest
announcements, quick access to
the Knowledge Base articles and
your customer’s Landing Page.

You can contact Tradeshift support
team by creating a ticket with the
following steps:

1. Access the [Support
Center] application. Click
on [All apps] to search for
this application if you
could not find it on the left
toolbar

2. Click [CONTACT
SUPPORT] to create a
support ticket. Our support
team will reach you via
email
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Tradeshift

@ Create

.‘ Messages System status: All Systems Operational

€& Support Center

Document Manager
Task Manager G Tickets Needing Attention
Tradeshift Knowledge Base MY TICKETS TICKETS I'M CC'D ON

Dashboard @ There are no tickets needing your attention

@ Announcements VIEW ALL

Changes in the Support Ticket Creation process

Tradeshift is pleased to announce that, starting today (December
12, 2022), the Ticket Creation process changes for all users.
Profile Creating a ticket with Customer Support is suggested when
encountering te.

Network

Support Center

University

All apps Support Center replaces the Support App

Tradeshift is pleased to announce that, starting today (October
5th, 2022), the Support Center is replacing the Support app for
all users. The new Support Center gathers all the most accessed
features.

Seller Enablement
*SEC_United Kingdom_Seller*

13/12/2022
15:48:49

CONTACT SUPPORT ALL TICKETS

m Knowledge Base EXPLORE

Search for knowledge base articles

How to create an invoice

This guide will detail the different ways in which you can create
an invoice on Tradeshifts web portal. If you are looking to
convert and upload PDF invoices on Tradeshift, take a look at our
Documen

| have sent an invoice, but realized that | made a mistake. How do |
correct this?

An already sent invoice cannot be directly modified due to the
VAT certification. Nevertheless, if you made a mistake or wish to

chanaa camathina an an invaica_than vairan da e b craating

Tradeshift



How to create a Support Ticket

Tradeshift

3. Type in the Keywords ComaseUpport
about the issue that you
require assistance. i.e.
Activation link/Forgot

Password/ Login Error & vsers

Document Manager a Step 1 Step 2 Step 3

Support Area Category & Topic Create Ticket

, " o of . .
g Describe your issue in a few words

'.‘ Support Center Search in the Knowledge Base*

Q

.ﬂ Profile

a Dashboard

@ Network

:: Al apps

15 Confidential Tl’ddeshift



How to create a Support Ticket

4. Please scroll towards the
bottom of your page to
create a support ticket.

Click “YES” to create a
ticket.

Note: The page will also show you
the self-help articles available to
resolve your issue. However, if
you still need help, please
proceed to click “YES” at the
bottom of the page.
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Contact Support

o Step 1 9 Step 2 e Step 3
Support Area Category & Topic Create Ticket

Describe your issue in a few words

Search in the Knowledge Base *

[ Q_ Activation link

Helpful trainings and articles

Knowledge Base

Scroll down
to create
ticket

D How to approve an app activation request

m How to activate your Tradeshift account

m The App Store

m | signed up, but | didn't receive the confirmation email. What do | do next?
m Getting started with Tradeshift

m November 2021 Release Notes

@ whatis PEPPOL?

3 1 forgot my password. How do I reset it?

[ suppiier onboarding report

m How to sign up on Tradeshift

[ ————— — — — — —

Do you still need help? NO

Tradeshift



How to create a Support Ticket

5. Click “Create Ticket” A
Do you still need help? m YES

Get more support

Create Ticket

Create a ticket in Tradeshift Support.

17 Confidential TI’CIdeShift
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How to create a Support Ticket

6. Select the relevant
description about your
issue.

7. Select the sub-topic which
is relevant to your issue.

Confidential

Contact Support

° Step 1 ° Step 2 e Step 3
Support Area Category & Topic Create Ticket

Select a category and a topic from the list below

Account or user related ~ 4

Company profile settings

Notification settings

Change of users I
Deletion I

: > Password resets 4

Documents related v
Connection or Network v

Platform or Tradeshift performance issue v

Integrations ~

Tradeshift



How to create a Support Ticket

8. Fill in details as highlighted below;
° Your Country (Mandatory)
° Email Address (Mandatory)
° Full Name (Mandatory)
° Company Name (Mandatory)

° Collaborators (CCs - Email
Addresses)

° Subject: The title of the issue. (i.e.
Missing Documents/ Unable to
submit documents) (Mandatory)

19  Confidential

Contact Support

° Step 1 ° Step 2 o Step 3
Support Area Category & Topic Create Ticket

Please, fill out the form below in order to create a ticket for the issue Company profile settings

Your Country*

United States

Please, provide us with the following information to help solve the issue:

Full Name*®

Company Name*

Collaborators (CCs - Email Addresses)

Subject”

Missing Document

Tradeshift



How to create a Support Ticket

9. Please describe the issues that you're
facing. (Mandatory)

° We highly recommend to add as many Contact Support
information for our support to oy
understand the issue. Missing Documents
° We also encourage you to add your Deseription’
customer’s name, company VAT Missing Document.
number/CompGny identification & etc. PO Document Number: x1739052840
o Customer Name: Customer X
° Please take note request description

Request description must be at least 100 characters long. Please be as detailed and descriptive as possible

must have at least 100 characters.
Attachments

10. Attachment. (Mandatory)

° We also highly encourage you to add Pagindaidiop]

any screenshot image of the problem
you face in the platform.

You can add up to 10 attachments. Each attachment size must be under 20M.

° Besides, you can also add a copy of I give permissionfo Tradsshift allow my tansacting partner 1 566 the content of this ket andior rack the
your invoice copy incase you have
issues with missing document or

progress, if it s related to my or with the partner and such access would help

the resolution efforts.

L _|
. Select Buyer I CREATE TICKET
needed to connect with your customer. SESSAR I I _ |4

i

11. Select Buyer (Mandatory)

— — — — — — — — — — BACK

12. Please select “Create Ticket” (Mandatory)

20  Confidential
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How to create a Support Ticket

13.  You have successfully created a ticket
with Tradeshift Support. The ticket
number will your reference to track the
progress of the matter.

Thank you for creating a ticket with Support! Your ticket ID i4 1843482. [You
will receive an email confirmation with the ticket number. To check the status
and reply to this ticket, please access the Support Center and click on Agent
Ticketing System. To read more about the Support Center, please access

this this article.

[ o |
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Your Customer’s
Landing Page

Landing page is where you will find all

necessary information regarding your
Customer's transition to Tradeshift.

You will be able to read through the
options we have and decide on the
most suitable invoicing method on
Tradeshift which meets your billing
scenario.

It also contains the Invoicing
Validation Rules set by your
Customer.

Your Customer’s Landing Page will
be shared to you via the invitation
email.

Nevertheless, you may refer here for
general information:
support.tradeshift.com
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Click here for other
language options

(<) LOGIN

h T A
Welcome to #iiai s Tradeshift Network!

As part of our ongoing efforts to automate and streamline our procure-to-pay processes to improve efficiency, deliver on-time

invoice payments and reduce paper usage, Unilever has taken a strategic decision to migrate Supply Partners to our business

partner, Tradeshift for all your invoicing needs

Tradeshift is a free service platform for all our Supply Partners, providing you with complete visibility of invoice status and
ensuring you get paid on time.

Learn more

_:_égrelh

Tradeshift


https://support.tradeshift.com/knowledgebase/article/360017156739
https://support.tradeshift.com/knowledgebase/article/360017156739
https://support.tradeshift.com/

Chat Function

Live Chat support is available on working days (Monday ~ Friday)

Edit invoice suto-soved os drof: unc

To
Northpole US

120

Broadway

Washington DC 23232
United States

Tax number (EIN/TIN) : 34-3483424

Change recipient

Invoice number

Next number: INVtest13

Issue date * Currency

15/06/21 [ UsD

Purchase order number

Legal Entity 2302202101
Select entity
Click here to chat with
our customer support
for assistance.
Item ID Description Quantity
© 10 TEST Product 10 150,000

Order number 2302202101

f -

Discard  Save as draft
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PREVIEW

Chat with us -

Hafi 1l
Customer Support b o

Today 16:50

% Hi, I need help to invoice to my
buyer.

Chat started

Customer Service

Thank you for contacting
Tradeshift Support. In a
moment you will be
connected with one of our
Chat Champions.

Hafi joined the chat
Hafi
Good day! Welcome to
Tradeshift Support. My name
is Hafi and | will be assisting
you today.

How may | help you today?

zendesk B @ oo

Tradeshift



AskAda

Al Assistant is available anytime — get answers in seconds, in multiple
languages

ialaad \\/rites your questions in

the chat window

Documents

SupplierMaster qaastest+001+supplier
Sales  Purchases

. 4 Hello! How can | assist you today?
y

Documents

= e e @Ese ®

11:51 AM
o
LO ¢
q . 1 Unpaid 1 [/
Click on AskAda icon
L
L
Support
Crucial knowledge
Support page: Tradeshift Network
Oe your message here >

Knowledge Base

Top questions

24 Confidential
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Settings and
Configuration

Tradeshift
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Where do | access
my user settings?

Your user settings can be found by
clicking the account icon with your
name initials located at the bottom of
the left-side launcher.

Just click on the User settings to
access your basic Tradeshift account
details and notification settings.

Confidential

Tradeshift

a Create

@) Dashboard

B pocument Manager
5 Switcho..

KA support

IR oocuments Uploader
& University

a Branch management
e‘ Network

g

Ba Alapps

BP Tradeshift Knowledge Base

Switch branch

Support

Log out

Tradeshift



User Details

User details

User details

Notifications

Basic details for your Tradeshift account

From the User details tab, you can edit ‘
the basic details for your Tradeshift
account.
Language
e  Email address [Engisn =
e  First and last name
‘GMT'OBDD v

e Language
e Password

Terms of Service

View Terms of Service

Signin

You can sign in to Tradeshift with the following accounts:

— Click here to complete
Remove credentialprovider any chqnges made on
the user details

Change password Vi Save changes

Confidential TI’CIdeShift



Notifications

The Notifications tab allows you to
edit your notification settings.

Here you can select and deselect the
notification options according to your
preferences. We strongly recommend
keeping all of them active in order not
to miss any important changes on
Tradeshift.

Refer to this article for more
information about notification.

Confidential

User details

Notifications

Notifications

Add new email

Send email to misya.samad@tradeshift.com when:

Tradeshift: Network notifications
[ ] Another user recommends your company

[] Another user sends you a request to join their network

Tradeshift: Document notifications
[] The sending of a document fails
[] one of your contacts changes the state of a document
[] one of your contacts posts a comment on a document

[] You receive a document

Tradeshift: Assignments notifications
[] Atask was assigned to you
[] You receive a reminder about a pending assignment

[] An assignment was escalated to you

Tradeshift: Announcement notifications

7] One of your connections sends an announcement to
you

[] Your company sends an announcement to you

Tradeshift: Collaboration notifications

Wl Click here to complete

participating in

[] You are invited or added to a conversation Uny Changes que on
the notification

Manage my product update and marketing preferences

Update notification settings -»>

Tradeshift


https://support.tradeshift.com/knowledgebase/article/5402272354578

Tradeshift
University &
Knowledge Base

Tradeshift



Knowledge Base

Tradeshift W [T «rowiedge sase
The Knowledge Base is our support B - S
and |eoming center that includes B pocument Manager Tradeshift Basics
written articles about the Tradeshift NB s ovtece ase yz:z
platform and features, as well as &) s Ip—
company-specific articles. B oo vocmens %)

@ oashboard YOUR CONNECTED COMPANIES DOCUMENTATION Tradeshift Basics Selling on Tradeshift

Welcome, ™=gm! How can we help?

DOCUMENTATION

Tradeshift Documentation B oo .

. vy % DOCUMENTATION v @
. Documentation and FAQs on = o

] DOCUMENTATION

i i [ i profte Buying on Tradeshift Tradeshift Partner Apps
Tradeshift. This documentation is o
visible to all users B4 support -
All apps -~
Your Connected Companies e

Announcements and Release Notes

B

Documentation

= — o
DOCUMENTATION

DOCUMENTATION

Most Read FAQs

Getting started with Tradeshift

. Information about the company’s
specific business processes or use
cases on Tradeshift.

DOCUMENTATION v

How to create an invoice

~

DOCUMENTATION

(5]

> Logd) Java vulnerability

Internet Explorer 11 deprecation

~

@ *SEC_United Kingdom_Seller*

DOCUMENTATION

B

> I'have sent an invoice, but realized that | made a mistake. How do | correct this?

Confidential TI’CldeShift



Tradeshift
University

Known as Tradeshift's eLearning
platform where you can learn about
capabilities of our Platform using
videos, shared documents and, also
pass short quizzes.

Getting Started

you get starte

- Welcome!

- Terminology

The University widget in Dashboard
Apps two video courses which are the
same for all users — Getting Started
and Documents basics

Documents basics

- Sending methods
- Documents in the Tradeshift portal

- Managing your documents

Confidential TI’CldeShift



Frequently Asked
Questions

Tradeshift


https://support.tradeshift.com/
https://support.tradeshift.com/

FAQs

1.

Confidential

If | require support after the Webinar, how

can | reach Tradeshift for further assistance?

You can reach our Support team by raising a
Support ticket via

https://support.tradeshift.com/requests/new.

Alternatively, We offer assistance via m
on the platform. Go to the “Create Invoice” app

to find live chat support.

Or, you can try AskAda Q our brand-new
Al assistant — available 24/7.

Nevertheless, if you have payment-related or
contract/PO-related enquiries, please contact

your Customer directly.

How do | obtain the invitation email with

Activation Link from Tradeshift?

You will receive the invitation with activation
link from Tradeshift via email. If you could not
find it in the mailbox, please check the
junk/spam folder. If you have yet to receive the
invitation email, please contact our Support
team by raising a Support ticket via

https://support.tradeshift.com/requests/new.

Tradeshift


https://support.tradeshift.com/requests/new.
https://support.tradeshift.com/requests/new

FAQs
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Do PDF/ paper copies need to be submitted
to the Customer after sending an e-invoice
through Tradeshift?

No. PDF/ paper copies are not needed.
Nevertheless, you may attach the system
generated PDF invoice during the submission

of e-invoice for reference.

My Customer is submitting their POs via
Tradeshift. | could not find the relevant PO in
the Document Manager. What should | do?

Please contact your Customer directly to
enquire about the missing PO. If your customer
has confirmed the PO is uploaded onto
Tradeshift, you can reach our Support team by
raising a Support ticket via

https://support.tradeshift.com/requests/new.

Tradeshift


https://support.tradeshift.com/requests/new.

FAQs

5. My invoice volume is significant. Is there other

option to automate the invoicing process?

We offer an EDI integration option to automate
the invoicing process for high invoice volume
suppliers. Should you be interested for EDI
integration, let us know by reaching out to

seller-enablement@tradeshift.com. We wiill

share more information about it and advise
further. You may also refer to

https://tradeshift.com/integrate/ to find out

more.

Confidential TI’CldeShift


mailto:se-support@tradeshift.com
https://tradeshift.com/integrate/

Thank you!

Tradeshift PAY | WebUI
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