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Introduction

Tradeshift is a global platform, with user-friendly design and layout promoting
transparency via real-time purchase order and invoice processing, with ZERO
registration or transactional costs for suppliers

Benefits of Transacting via Tradeshift

* Receive PO’s electronically * Reduce likelihood of rejected or returned
«  Confirm PO’s electronically invoices due to missing or incorrect data
*  Collaborate on PO quantity, delivery * Promotes a positive supplier experience

schedules and more e Save time and money by eliminating cost
«  Submit your Advanced Shipping Notice due to paper invoices

(ASN) and invoice
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Step by step Tradeshift account activation

Activating your Account:

MAN has invited you to join Tradeshift, we have created an account in your
name but the account needs to be activated before you can receive Purchase
Orders.

In order to create your Tradeshift account you will have to take 5 simple steps:

Open Accept Create Complete Invite team
invite invite account profile members
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Step by step Tradeshift account activation

Step 1 (Open invite):

Check your email for the invitation
to join Tradeshift. It will look
similar to the email below.

MAN Iadded you to their business network

Step 2 (Accept invite):

Click the green button to accept
the invitation to join Tradeshift.
This is the first step in linking your
Tradeshift account to the MAN
Tradeshift Account

QTAMtest added you to their business network on Tradeshift. You can now connect your
business to QTAMtest by using the button below.

Connect on Tradeshift =)

r any reason the above button is disabled or does not work you can also copy the following link info your
browser address fiskd

httpsi'=andbox tradeshift. com/registerfinvited Ztoken=0a35501c-7ef3-4ebb6-8cd1-511503347 e

Why you should connect your business to [Cyan— 1]

Build trust in your company — By connecting your company to your partners
online, you can build your reputation, and get recommendations from your business
partners.

You get access to up-to-date information about @TAMtest — By connecting
directly to QTAMtest, you will always have the latest information at hand, and you
won't have to worry about keeping your contact details up to date.

You get access to updates from QTAMtest — You and QTAMtest can share
updates on current business, and you can follow each other's activity and progress.

s email was sent to: tsdummytest! +5032@gmail.com
In case you have any problems please contact Tradeshift Support.
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Step by step Tradeshift account activation

Step 3 (Create user): One last thing...

Click the green button to create isss oose s pessordToryeur Trsdssit account

your Tradeshift profile, which will —

trigger a confirmation e-mail but (A |D v
first you will have to set the

followings: B ) o |
A. Password

B. First name G | |
C. Last name P

D. (optional) Company size \ Company sz
Q | - Select company size - - |

Start using Tradeshift -»>

By signing up, you are indicating that you have read and agree to

Tradeshift's Terms of Service and FPrivacy Policy.
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Step by step Tradeshift account activation

Why am | getting an error and what does it mean?

Errorl : Password doesn’t match with email address

v" Solution: Click the “Forgot Password” link

Error2 : An account with the same email address already exists

v' Tradeshift requires that every company account has to be made with an
individual email address.

v' Solution: If your e-mail address has already been used in a Tradeshift account,
either use a new e-mail to associate to this new company account or log into your
existing company profile and contact Tradeshift support to ensure that this
account gets connected to the MAN account.
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Step by step Tradeshift account activation

Step 4 (Complete profile):
Then you will be asked to

enhance your profile with
further information.

Users have the option to skip
that for now however it is
advised to complete it at this
point.

The data fields are shown on
the picture.

Your company profile is incomplete
. Profile strength 10%

Update your profile below and make sure you're putting your best face forward!

COMPANY NAME COMPANY DESCRIPTION
(Company name) ‘ Tell the Tradeshift network about your company and attract mare business
WEBSITE
Add URL ‘
INDUSTRY COMPANY SIZE
‘ JJJJJ = Select =
COMPANY OWNERSHIP COMPANY ADDRESS
‘ cccccc = ‘ us =
PHONE COMPANY EMAIL ADDRESS
d phon ‘ Add company email ‘
;" ™
[ NOTHANKS | UPDATE PROFILE
A 4
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Step by step Tradeshift account activation

Step 5 (Invite team
members):

Lastly you will have the
opportunity to invite your
team members/ colleagues

Users have the option to skip
that for now however if you
already all the future users it
is advised to set that up now.

You will need the e-mail
address of the team member
and you have to select
his/her role

Invite your team members!

You can invite colleagues to join and use Tradeshift with you.

EMAIL ROLE
‘ Enter an email ‘ ‘ Admin =
EMAIL ROLE
‘ Enter an email ‘ ‘ Admin =
EMAIL ROLE
‘ Enter an email ‘ ‘ Admin =

NO THANKS SEND INVITE
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Step by step Tradeshift account activation

If the next screen you see is this, congratulations!

You are now ready to start invoicing with Tradeshift, you will receive a
confirmation e-mail with details on getting started. If you want to start

using the portal, you can do so immediately.
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Getting started with the Tradeshift environment

TRADESHIFT x

The next screen leads you to the user
interface with the task list as a default which
is showing you all outstanding tasks
assigned to you including any workflow
approvals.

L inbax FECEIVED DOCUNENTS (1
CRAFT DOCUMERTS (15)

GETTING STARTED (&

Campany description
A0 ik DESCRIFTION, BF Wl COasRANY TO YOUR MISFILL

Campany details
DD RDUDEANT DITALS ADMIT WOLR COMPARF,

From here you can access your inbox which
contains your messages.

Test invice
COLATE & SIND A TEST INVENCEL

Jvier ke Tradeshil conemumity
CONKNECT WATH DTHEE TRASESHNT BUYVTRE AMD ROLITES

You can also edit your user credentials or
logout using the buttons on the bottom of
the screen
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Getting started with the Tradeshift environment

TRADESHIFT x

Most importantly you can toggle amongst
the available applications and of course D e ceneD oocunens 1

activate new ones.

By default you should find a couple apps
there already:

Profile, People and Network to modify
account settings and users and connections

Invoice, Purchase order, Quote to be able to
transact on the platform

Document list and manager to manage
documents

Support in case you need further help

App Store where you can activate further
applications
*Specific apps will be described later

CRAFT DOCUIMENTS (15)

GETTING STARTED (&

Campany description
A0 ik DESCRIFTION, BF Wl COasRANY TO YOUR MISFILL

Campuany details
DD RDUDEANT DITALS ADMIT WOLR COMPARF,

CRLATL & SEND & FLET INVESEL

Jein ke Tradeshill conmunity
CORNECT WATH OTHIE TRAJESHIF BUYTRE AMD SELUES.
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Getting started with the Tradeshift environment

The interface panel
collapses by itself to
free-up more space on
the screen.

If you want to open it
again you can do that
by clicking on the
circled button.

On the bottom you can
then see which user
you are logged in as.

Task List

RECEIVED DOCUMENTS (1

DRAFT DOCUMENTS (T4

GETTING STARTED )

Compary deseription

DA DSCEPTION OF POUR COMPINY 10 TOUEAROME

Compary Sk

ABERELEAANT BETATLEARSIT POUR EBURART

Jzin tha Tracsshift ceremurity
KR T H DR TR L ks B,

TRADESHIFT

inbax

X

Ttk Lt
ECERED DOO_BENTS 1
SRAST DCOAMENTS 1
CETTIVE SSAnTH0

Corpary dexription
A & CHRCIITVON SF 100N COAMMAY D) MO0 REPes

Comparyy detii
ASS BITVANT DETALE RBOUT VSN CCAMRAY

Corpary ege
B

Tetr rmomers

AT TIM VIMICL T3 7O TRAB(EIIT AGSBOAT.
Text bvolce

AT A D TIET M

o the Traceriv it torrer arky
CONMECT ATH OTHEA TRAGED 71 BVINS AMG STAATAS.
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Popups:

Your system may be set up with pop-up blockers, in order to get to the invoice screen,
you will have to allow pop-ups from Tradeshift. To accept the “pop-ups” click on the
“pop-up icon” in the address bar, change the settings to allow pop ups from Tradeshift.

e mwmmnmmuapwou@mwmwm@moommnmwamg_mssss-m-wmsw = |

x|

{2 Analytics 23 Training and useful... EX1TS pages W Tradeshift Biog - C... ‘I NMS SBS - Tradesh... I SIMO. [] Marketing OKRs (P... EXINHS [ £ Guardian . Bookn

Browser version:

Tradeshift supports Internet Explorer 9+, Safari 6+, shipping (latest release) Google
Chrome and Mozilla Firefox.

Support:

Look at Frequently Asked Questions (FAQs) or visit our Support Desk for additional
information.

If you require any support regarding your Tradeshift account click here.



https://support.tradeshift.com/
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Default applications and the standard functionality

The inbOX: TRADESHIFI x Conversation

Naturally the inbox contains
the messages. They can be . -

expanded and read fully by - ChildBranchus
simply clicking on them. Note S R
that individual users only see
their messages while network
ownhers can see everything et Pt ane Orte 13 F—
that is linked to the account.

Quote sentto ChildBranchUS

®

Chatwith Quote
ChildBranchUS

The user can user view
documents sent via messages
by once again simply clicking "

on them to open. e 2 . Ce——

4 podessgade
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Default applications and the standard functionality

The Task list:

Here you may find your TRADESHIFI TeskList x [l Selectassignee x
open tasks grouped
appropriately. Note

RECEIVED DOCUMENTS (5 L4

BG Coding
Ll Order #1001« lonsed IROEAT DK LER1.35

SEARCH

that a network owner Boper by usdesiticon | |
may see ALL tasks P———
Wh I I € 4 ge nera I . user YoLRT2G 1 AP :u:ma::-:;m&?mgmn tsdummytest1@gmail.com
Wl” Only see hls or - tsdummytest] @gmail.com
h e rS . Ealn + Drder #derod -isgued 2305717 - DK 17.58 pur Chase

DRAFT DOCUMENTS (16) v TSDUMMYTEST1 +PUR@gmail.com

App Rover

You can also delegate S 4

tasks to other team _
1 Supply C(h)ain

members and set It up tsdummiytest]+supp@gmail com

that way that they _

. . . @ )

receive all similar tasks ‘ Apply delegation

nthe fuure G
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Default applications and the standard functionality

The User details:
This screen allows you to change your user credentials, software language and you
can “delete” your profile

TRADESHIFIT X

& Posteingang Deleting a profile will

only puts them
inactive

Benutzereinstellungen

i:t  Anwendungen

Grundlegende Pro| Setting new e-mail

triggers confirmation

Deutsch v GMT .
Finally you save your

Edit Default Delj Addi
it Default Delivery. ress changes

Select the
button to edit

MAN Truck and Bus

MAN Truck & Bus AG
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Default applications and the standard functionality

The Notifications:

This is where you can set who receives general account notifications such as
receiving documents, private messages and system messages

User details

Notificaty

Document

Notifications

send email to oIl [ Yde]a Ko I m vwhen: Add new email — After

top

Document notifications

You receive a document
One of your coNtaCts posts 8 coOMMEnt on a document

One of your contacts changes the state of a document

The sending of a document fails
Network ones
below
etwork notifications

Another user sends you a request to join their network

Another user recommends your company

One of your contacts sends you 8 private message

Make sure to

update your
changes

Manage my product update and marketing preferences

Update notification settings ->

Add new email:

adding  additional
recipients you can select
which notifications he/she
will receive
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Default applications and the standard functionality

The Profile:
This is the app where you can maintain your company profile and all of its details

gl Company Profile & Data Profile i- VIEW AS A VISITOR V'w PROFILE S|
TRADESHIFIF X pany ‘ )

&3 Inbox
You reach it by

selecting the 0

app from the b B

apps

[ F\\ Complete your profile (1 Profile|strength 40% £
m&['i | 4 Complere BasicInformation  + AddBannermage  + Add Medis
MAN Truck & Bus AG Company Description o)

www.mantruckandbus.com
Tell the Tradeshift network about your company and attract more business

Badges

l/? 1 Connection

@ other

& 10.000 or more employees

Distinguish your company on the Tradeshift Marketplace with badges highlighting your accomplishments.

@ Mmunchen, DE

Added Products Added Services

Featured Products & Services

K
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Default applications and the standard functionality

Here you can set up your logo, your company’s general characteristics, invite team
members and do a couple of other enhancements

o

Complete your profile (0 Brofile strength 40%
M Loy m\ COMPANY NAME COMPANY DESCRIPTION
[ e?) —-
A | MAN Truck & Bus AG |
WEBSITE

MAN Truck & Bus AG

www mantruckandbus.com

| wwnw. manzruckandbus.com |

INDUSTRY COMPANY SIZE
ABOUT | Other = | | 10,000 or more employees = |
COMPANY OWMNERSHIP SHARE CAPITAL
‘z’} 1 Connection
| = | | Select = |
U Other
COMPANY ADDRESS REGISTRATION ADDRESS
4@ 10,000 or mare employees
F | Manchen. DE = | | Select = |
]
PHONE COMPANY EMAIL ADDRESS

¥ Minchen, DE | | | |

CONTACT ( INVITE TEAM MEMBER ) @

.

= Company Description

Tell the Tradeshift network about your company and attract more business
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Default applications and the standard functionality

Company logo:
Adding a logo is rather important as it will be on ALL your Tradeshift documents

|'ﬂ Company Profile &3 Data Profile

Add Logo

PICK AN IMAGE

0

Click here to Add Banner Image
add logo

0 Complete your profile

Add Logo COMPANY NAME

Click here to

search computer

| QTAMtest |

WEBSITE

QTAMtest (o om |
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Default applications and the standard functionality

General characteristics:
Consists of two main parts your company’s generic features and it’s unique

identifiers
G a You can set up your
Complete your profile (esfiie strength 40% internal identifiers or use
external ones as well
COMPANY MAME COMPANY DESCRIPTION

Company Identifiers

| MAN Truck & Bus AG |

TAXID TYPE
WEBSITE | N o |
| www.mantruckandbus.com | Dropdown bars keep data
COMPANY ID TYFE standards and also
INDUSTRY COMPANY SIZE | Sefect = | enhance user experience
| Other = | | 10,000 or more employees = |
CMTAX ID TYPE
COMPANY OWMNERSHIP SHARE CAPITAL | Sofact = |
| b= | Select = |
STEUERMR. MWST-MR.
COMPANY ADDRESS REGISTRATION ADDRESS | Eg. 1234567800123 | | Eg DE123456780 |
| Minchen, DE b= | Select = |
GLN What i GLN? INTERMAL IDENTIFIER

PHONE COMPANY EMAIL ADDRESS | Eg 1224567890123 | | MAN |
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Default applications and the standard functionality

Further profile enhancements:

You can further enrich your profile with badges, featured products but also display your
certifications, recommendations and add media content

' Certifications
Badges ((manaGe

Showcase your business credentials and qualifications

Distinguish your company on the Tradeshift Marketplace with badges highlighting your accomplishments.

g ™,
| ADD CERTIFICATION |
M Y

For example: ISO 9001,

ISO 14001, C-TPAT, AEO

Recommendations

Companies with recommendations get more business on Tradeshift!

Added Products Added Services

s ™
':. ASK FOR RECOMMENDATION |

A

If you want you can also

For example: Items on sale,

Featured Products & Services special/limited offers share media content

Media
Showcase your best offerings on your profile and drive more business through Tradeshift Marketplace
Add informational documents (PDFs, Movies, Images) for prospective buyers
o
| ADDPRODUCTS | —

\. / ( ADDMEDIA )
N y
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Default applications and the standard functionality

Public profile:

For expanding your network you can also make your profile public which then will make it
appear using search engines such as Google or Bing

VIEW AS A VISITO PROFILE SETTINGS

Select Profile
settings to set public
profile

Profile Settings b 4

Auto accept ®
connection requests

Public Profile

)

OF not your company

il in search results on
Toggle the switch to

make your profile e on the web can help
public ork.

Bing, etc. Making your

CUSTOM PUBLIC PROFILE ADDRESS

© Only lowercase a-z, numbers and

hyphens are allowed

Profile Settings

I

Auto accept @
connection requests

Public Profile o

Set up the URL
address for your
public profile

Control whether or not your compan
profile appears in search results on

Google, Yahoo!, Bing, etc. Making you
profile searchable on the web can help
expand your network.

CUSTOM PUBLIC PROFILE ADDRESS

man-truck-bus-ag

© Only lowercase a-z, numbers and

hyphens are allowed

https://sandbox.tradeshift.com/c/de/m
an-truck-bus-ag
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When registering they can

Default applications and the standard functionality etk =

themselves

Invite team members:
EMAIL *

You can also add members from your organization to | |
your profile who then will have access to the company
account by simply typing in the e-mail address and FIRST NAME

clicking on the ADD USER button | |

As a user you can edit everything

‘/-—lwvrrE ean meoer ) whereas as an admin you also have the
conRer /—, chance to invite other users and edit the |
company profile

[~ Company Description

TITLE

Tell the Tra: ‘ |

ROLE

By clicking on one of these you
have to possibility to invite
and/or edit your current team

You can also define ‘ User = |

whether the new user will

be shown on your profile
or not

SHOW ON COMPANY PROFILE?

Yes, show on company profile

Team (1) ( )
MAN Truck and Bus \ Ac

MB ALY LISER
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Default applications and the standard functionality

Viewing your network:

As a supplier you have to make sure that you are connected to the buyer organization
to receive documents you just have to select the network app from the left side

Network You can aTIso add f.urt.her Company X
connections and invite

S companies to tradeshift

: You can search and Deufol MUnchen GmbH
Q search. + Add filter apply filters @ HOFHEIM, GERMANY

CONMECTIONS (1)

NAME ACCOUNTING SYSTEM ID RELATION rDEU FDL

Via Tradeshift

& Deufol Miinchen GmbH TR El
DEUFOL Germany

View company profile |'E

The company details ate document @

can be viewed byt

Assign approvers, delete
connections when
selecting a company

selecting ...

company details r=

Categorize as

Properties -

REMOVE FROM MY NETWORK

& Assignsurvey approver T[] Remove connection =+ Add to group

1 of 1 connections selected
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Default applications and the standard functionality

Document list:

Naturally this is an overview of all your sent and received documents where you can
search, sort, filter or view them and navigate to particular order, forecast or shipment
in the respective apps just get more information on them

Documents

Ve ™~ ™
Q A~ show Insights | SORT: LAST MODIFIED ) DFILTER |
L VAN /
y 4
TYPE DOCUMENT ID STATUS SENDING PARTY RECEIVING PARTY STATUS MESSAGE ACTIONS AMOUNT /
Order 4501326384 SENT MAN Truck & Bus AG Deufol Mlnchen GmbH - View Transaction 6870.00
PO ISSUED 30/08/18
Add Filter
Shipment Notice SHPO00004580 RECEIVED Deufol MGnchen GmbH MAN Truck & Bus AG - View Transaction
ASN

ISSUED 07/09/18

Transaction type

Order 20160822-4 SENT MAN Truck & Bus AG Deufol Minchen GmbH - View Transaction
ISSUED 03/08/16 Document type
Order 4501326384 VOIDED MAN Truck & Bus AG Deufol Mlnchen GmbH - View Transaction Status

ISSUED 30/08/18
N Copy indication
Order 4501326384 VOIDED MAN Truck & Bus AG Deufol Mlnchen GmbH - View Transaction

ISSUED 30/08/18
Date created

Order 201608225 SENT MAN Truck & Bus AG Deufol Mlnchen GmbH - View Transaction

Date issued
ISSUED 25/04/18

Total value

Archived documents

v w v v v v v W
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Default applications and the standard functionality

Sorting and filtering:

Different roles are usually interested in different types of documents or would like to
view them with a different purpose which is enabled by numerous sorting and
filtering methods and attributes

You have several . "
options to just
quickly sort them
Sort by... X Transaction type
Document type

Last modified Status

You can select
preset filters or

add new one

Copy indication

Issue date

Date created
Due date

Date issued
Value

Total value

v v w 2w

Document type

v v v wv wv w w w

Archived documents
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Simplifying Supply Chain Collaboration

Additionally:

information regarding them

You can preview the documents, if open them at the source or just simply get more

If it’s sent in QT
app opens in the

respective app

Purchase Order 4501326384

- O
SUPPLIER DEUFOL MUMCHEN GMEBEH - EUYER MAMN TRUCK & BUS AG - STATUS COMNFIRMED | ’J

Document Options b 4

t ORDER TO
Deufol Minchen GmbH
SENT

ID/NUMEBER

( 4501326384 a |
CURRENCY
EUR a8
ISSUED
2018-08-30 a
TOTAL: EUR 6,870.00

Download document

B

Manage access

51

Archive document

OPEN DOCUMENT

You can still
download- archive
the document




