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CONTACT IT SUPPORT

You may raise a support ticket if you're facing technical challenges such as:

Login failures or session timeouts

Inability to access knowledgebase articles

Problems navigating the Tradeshift interface
e Any system bugs

Note: Support tickets are not intended for business or billing inquiries. These should be
addressed directly through your usual contacts.

HOW TO SUBMIT A SUPPORT TICKET

Contact Support

Step 3

o Step 1 Is: Step 2
Support Area "-'-"J Category & Topic

o

Describe your issue in a few words

Search in the Knowledge Base”®

[ Q, invoice errorr

Search in the Knowledge Base

Search the Knowledge Base for relevant articles that may help resalve your issue.
Search terms should include key words or phrases such as “invoice mistake™ or “error
massages”. To ensure you have access to as many articles as possible, please log in on
the Tradeshfit platform.

Generate a support ticket through the Support Center application

e To generate a support ticket, please open the ‘Support Center’ application. You may
refer to the article for detailed instructions on how to submit a support ticket.

One more step

Please complete your company profile in order to exchange documents onTradeshift. You can

edit these details at any time in the Profile app.

I’ Your Company Profile at Tradeshift

Marks Super Market

Help buyers identify your company and increase their trust by adding a logo and a
description.

suppor ceer [N E

e You will be redirected to the relevant page; please click on the 'Support Ticket' button.

COMPANY DESCRIPTION

Tickets Needing Attention ’ CNTACT SUPPORT ALL TICKETS
MY TICKETS TICKETS I'M CC'D ON

Q-_f} There are no tickets needing your attention
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Search for knowledge base articles
Changes in the Support Ticket Creation process Q

Tradeshift is pleased to announce that, starting today (December

12, 2022), the Ticket Creation process changes for all users.
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

Creating a ticket with Customer Support is suggested when
encountering te.

Support Center replaces the Support App

Note: We recommend logging into the Tradeshift platform before creating a support ticket.
Doing so allows you to view your previously submitted tickets and provides access to a
broader selection of support articles and categories for more accurate request
classification

e Upon clicking the Support button, you will be directed to a new page that allows you to
search the relevant Knowledge Base. This page displays articles that may help address
your inquiry.

o Use the search bar to look for articles related to your question.

Contact Support

Step 3
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Describe your issue in a few words

tin the Knowledge Base®
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Search in the Knowledge Base

Search the Knowledge Base for relévant articles that may help resalve your issue.
Search terms should include key words or phrases such as “invoice mistake™ or “error
meassages”. To ensure you have access to as many articles as possible, please log in on
the Tradeshfit platform.

O, invoice error

Helpful trainings and articles

Knowledge Base

m Error details

m What happens if there's an error in my document?

m Invoice

m What are the most common invoice errors?
m How to create and send an invoice

m How to create an invoice

* m Invoice i':le;;'al:;}r:
m Pro forma invoice
m Prepayment invoice

I:ﬂ Invoice Aporoval: Overview

Support Ticket Submission Process

e If none of the articles resolve your issue, please select 'Yes' to proceed with the ticket
creation process.

Do you still need help? NO YES
Get more support

Create Ticket

Create a ticket in Tradeshift Support.

e You will be prompted to select a category for your request. First, choose the
appropriate category. Each category contains multiple topics. Select the topic most
relevant to your issue.

Select 1t d a topic f the list bel

elect a calegory and a topic from the list below ACCOUnt or user related
Account or user related v
Documents related v >| | have a question about Tradeshift
Connection or Network related ~

>1 Unable to activate account

Platform or Tradeshift performance issue W
Integrations o = | >] Password resets

e You will then be redirected to the final step of the ticket creation process, where you
will need to provide details regarding your issue.

Contact Support

Please, fill out the form below in order to create a ficket for the issue | have a question about Tradeshift

Your Country*

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

Email Address (of the Accounty* Full Name*

How to edit reected rate card

VALIDATE EMAIL & CREATE TIGKET

BACK

VIDEO TUTORIAL

e We also have a video tutorial about how to raise a support ticket, available here .

Contact Support
u Hro forma invoige
m Prepayment invoice

m Invaice Approval: Overview

Do you still need help? m YES

Get more support

Create Ticket

Create a ticket in Tradeshift Support.
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Note: For payment issues, contact your customer directly, not Tradeshift. Tradeshift is a
platform that facilitates the exchange of documents. If you have a query related to
payment issues, you should reach out to your customer directly to follow up on the status
of your payment.
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