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Onboarding Campaign

Tradeshift account activation and App 
activation process
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How does the on-boarding process work?

• Tradeshift is a global business platform

• As a MAN supplier, you will be receiving an account activation eMail from 
Tradeshift (information@tradeshift.com)

• On clicking or navigating to the URL you have received via eMail, you can 
activate your account and setup your password.

• Once you have activated your account, you will be receiving a connection 
request email, which will setup a connection between you as a supplier 
and the different MAN plants.

• After these steps you will be getting connected with MAN Truck and Bus 
AG.

mailto:information@tradeshift.com
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What should I do after getting connected with MAN?

• Once you are in connection with MAN, you will be receiving another email 
to activate the 3 different apps.

          Order Collaboration             Delivery Schedules            E-Logistics

• You should log-in to your Tradeshift account and then click on the apps 
one after another to get the SCM apps activated.

• As a supplier you are supposed to open the apps at least once after 
activation to make sure it is 100% activated.
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What should I do, if I am seeing this message after activating and 
opening  the apps?

• If you are seeing this message, you have correctly followed the steps and 
no further actions needed from you until further notice from MAN.

• All the data within the apps will be visible only after Go-Live.
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Where can I check my existing connections in Tradeshift network?

1. Select the 
“Network” Icon

2. In the “MY NETWORK” 
tab, you could find your 

existing connections
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Where can I accept the connection request from MAN plants within my 
Tradeshift profile?

2 - In the Task List, the 
connection requests and the 

incoming documents from 
MAN can be found

3 - By clicking here, you could 
accept the connection 

request from the MAN plant
1 -  Click on 
the Inbox
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Processes in Scope
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What are the processes in scope for this new platform

• MAN will be sending the PO, 
Forecasts (New, Update) to its 
suppliers via Order collaboration 
and D-Schedules apps.

• The supplier supposed to create 
shipments against those POs and 
forecast in the E-Logistics app.

• Note: All 3 apps are 
interconnected. 

• Functionalities are separately 
describes in upcoming chapters
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Good to know these basic information

• https://go.tradeshift.com/ is the 
Tradeshift Production URL.

• Your email address used for 
account creation is always your 
username.

• If you have troubles logging in, 
feel free to click forget password 
and reset your password.

• After logging-in, user can select 
the Quyntess apps from the list 
of installed apps.

Your favourite apps can be 
pinned to the top for easy access 
by clicking here

https://go.tradeshift.com/


Order Collaboration App

For purchase orders
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How do I get notified for new/updated PO from MAN?

• The supplier users will be notified via eMail for every new and updated PO 
from MAN (apps@quyntess.com).

mailto:apps@quyntess.com
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Ways of navigating to a PO

• There are several ways a supplier user can navigate to a PO

– Via URL from the notification email
– Via Tasklist within your Tradeshift account Inbox
– Search manually for a PO within the Order collaboration app.
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Navigating to a PO from the notification email

• Click on the “Respond to this order” button or by copy pasting the url 
below, you could easily navigate to a PO 
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Navigating to a PO from Tasklist

• Click on Inbox → Tasks→ Click on the PO from the list of “Received 
Documents” to see that PO.



Simplifying Supply Chain Collaboration

Searching for a PO within the OC app

• A PO can also be found by searching manually within the OC app
• Type in Order ID completely or part of it in search tab → Press Enter
• To navigate into the PO, click on a PO under the Order ID.
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Orders overview screen

1 - Click here to navigate 
to Order Collaboration 

App 

PO number will 
be displayed 
here

Buyer MAN Plant 
name will be 
displayed here 

Issue date of the PO 
will be displayed here Number Order lines within 

a PO can be seen here
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Filter function in OC app

• After adding the filter using the listed parameters of your wish in sidebar, 
you could save as preset filter to use it again.

1 - Click here

2 - Click “Add a 
filter”
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Sort function in OC app

• The list of orders can be sorted in an order of your convenience.

1 - Click here

2 - Select the parameters 
which is to be used to sort 
the POs

3 - Choose the ascending 
or descending, the order it 
is to be sorted 

4 - Do not forget to 
click “Apply Order”
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Inside a PO
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PO Header – Order details
1 - Click here to 
see the Order 
Header Details

2 - The following 
information will be visible 
under the Order Details. 
Also the Buyer Notes in 

Header level will be 
displayed in this column
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PO Header – Address details

1 - Click here to 
see the Address, 
contact details

2 - The Address, 
contact details can be 

seen in the sidebar
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PO Header – Audit Trail
Click here to see 
the audit trail for 

this PO
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PO Header – Other useful functionalities

• Document can be attached to a PO by clicking 

• Supplier can comment to a PO via 

• PO can be printed via

• PO can be downloaded in .xls via 
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Attaching Document to a PO
Click here to see the audit trail for this PO

1 - Click here

2 - Click here to choose 
the document you wish 

to upload

2 - The files can also be 
dragged and dropped 

here

3 - After selecting / 
dropping the file, don’t 
forget to click “Upload”
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Adding comment to a PO
2 - Click here to choose the document you wish to upload

1 - Click here

2 - Type in your 
comment here

3 -  Do not forget to 
click “Save”
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Printing a PO
1 - Click here

1 - Click here

2 - PDF version of the PO 
will be generated, which 
you could save or print it 

out
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Exporting a PO in .XLS

1 - Click here
2 - .XLS version of PO will be 
downloaded, which will have 
all the info about all the lines 

of a PO
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PO – Order line / Item level

Click here to see the all 
the info. under the 

order line

Delivery date requested 
by MAN is displayed here

The apps follow  
UN/ECE standard for 

UoM. 

Click here to add 
comments in order line 

level

Note: PO will be imported 
as already confirmed and 

supplier don’t have to 
send a response



D-Schedules App

For Forecasts
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How do I get notified for new/updated Forecast from MAN?

• The supplier users will be notified via eMail for every new and updated 
PO, Forecast from MAN (apps@quyntess.com).

mailto:apps@quyntess.com


Simplifying Supply Chain Collaboration

Navigating to a forecast from the notification email

• Click on the “Respond to this forecast” button or by copy pasting the url 
below, you could easily navigate to a forecast 
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Searching for a Schedule agreement/Forecast within the DS app

• A Schedule Agreement can also be found by searching manually within 
the DS app

• Type in Schedule agreement/Order ID completely or part of it in search 
tab → Press Enter
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Delivery Schedules overview

Order number/ Schedule 
Agreement Nr. is visible here

Supplier 
company is 
visible here

Buyer plant 
name is  visible 
here

Actual set of the 
respective schedule 
agreement is visible 
here

Issue date of the 
actual set from 
MAN Number of items 

under a schedule 
agreement is 
displayed here

ID and the date 
of the historical 
schedule from 
MAN. 

Used to set up a 
filter

Used for sorting the 
schedule 
agreements

Used for downloading all 
the schedule 
agreements in .xls

1 - Click here to open 
Delivery Schedules App 
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Delivery Schedules overview
• Note: The number displayed under the “Delivery Schedule No” is the Actual 

Forecast ID of the Item sent by MAN, not the one under “Active Set”
Click here to see the list of  
Items under a Schedule 
agreement

Actual Forecast ID of an 
Item is displayed here.

Previous Forecast ID of an 
Item is displayed here.Number of time buckets for 

an item is displayed here
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Filter function in DS app

• Filter function in DS app is similar to the one in OC app

• After adding the filter using the listed parameters of your wish in sidebar, 
you could save as preset filter to use it again.

1 - Click here 2 - Click here to add a filter
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Sort function in DS app

• Sort function in DS app is similar to the one in OC app
1 - Click here

2 - Select the parameters 
which is to be used to sort 
the SA

3 - Choose the ascending 
or descending, the order it 
is to be sorted 

4 - Do not forget to 
click “Apply Order”



Simplifying Supply Chain Collaboration

Inside the “Active set”

• Note: If a Schedule agreement have only one item, you will be navigated to the 
forecast screen of the item on clicking the “Active Set”

1 - Click here

2 - If there are more than one 
item under a SA, they will be 
listed here

3 - Click here to see the Forecast 
screen of this particular item

Click here to download this sibgle 
Schedule agreement with all the 
items under it in .xls

Click here to see the Item details

Click here to see the audit trail
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Forecast screen of an Item

Basic Item information will be 
displayed here

Click here to see the Item details

Click here to export forecast in 
PDF & print it.

Month Bucket - M_YYMM00
Week bucket - W_YY00WW
Day Bucket - D_YYMMDD

New and update to forecast will be 
always imported as Confirmed, so the 
requested Qty and the confirmed Qty will 
always be the same

Qty. out of which a shipment is 
created but not announced

Qty. out of which a shipment is 
created and announced
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Item details screen



E-Logistics App

For creating shipments
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Shipments overview

1 - Click to open 
E-Logistics app

Shipment ID

Search tab

Destination 
MAN Plant

Transport 
partner

Status of the 
shipment

Scheduled Delivery date 
entered by the supplier 
while creating the shipment

Adding 
filter

To download 
shipments in 
.xls

To sort the 
shipment in 
overview screen

Click here to 
Create new 
shipment
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Adding filter to shipments overview

1 - Click here

2 - Click “Add a 
filter”
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Creating new shipment

1 - Click here

2 - Create New 
shipment tab will 
open



Simplifying Supply Chain Collaboration

Shipment header

1 - Click here

2 - Select Pickup 
party from the 
sidebar

3 - Click here

4 - Select 
Destination 
party from the 
sidebar

5 - Click here

6 - Select Carrier 
party from the 
sidebar

Note: The last selected carrier for 
a pickup destination combination 
will be pre-selected automatically 
for the next new shipment

7 - Do Not 
forget to click 
Save after 
selecting the 
values

Shipment can be 
cancelled by clicking 
here but, it can be 
performed only 
before announcing
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Entering Transport details

• All the highlighted fields are mandatory

• Supplier Reference: Max. 8 Numeric digits allowed
• Scheduled delivery date: Date on which the goods expected to arrive at 

MAN plant and not the date of creating the shipment. Initially the date 
will be defaulted to current date and the supplier can change it manually.

• Gross weight will be always greater than Net weight

Do Not forget to 
click Save after 
entering the 
values
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Shipment contents section

• Based on the entered Scheduled delivery date the shipment content will 
be filtered by default.

Click here to define filtering for 
shipment contents

Order Nr of PO 
and Forecast 
will be 
displayed here

Item nr. under 
the PO or SA 
will be 
displayed here

The delivery 
date requested 
by MAN will be 
displayed here

The order 
QTy. for the 
requested 
delivery date

The Qty. that will 
be shipped is to 
be entered here

Packaging material 
have to be selected 
by supplier in case 
not prescribed by 
MAN Number of 

packs/Handling units to 
be entered in case not 
prescribed by MAN

Supplier can add a 
note to shipment line 
here
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Filter Contents

Enable or disable candidates 
from Forecasts

Enable or disable candidates 
from Orders (PO)

To display all the candidates, 
enable this flag to ignore 
scheduled delivery date

Specific Order or forecast can 
be filtered here

Specific item belongs to 
selected content can be 
chosen here

Do Not forget to click “APPLY” 
to apply this filter to contents

Click here to clear the entries
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Selecting shipment content

Click here if all the 
filtered contents are 
to be selected

Click here if the 
shipment line is to be 
selected after 
entering the To Ship 
QTY and packaging 
info.

Do not forget to click 
SAVE after selecting 
the shipment lines
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How to select a packaging type

Click here to select the 
packaging class and 
type



Simplifying Supply Chain Collaboration

Possible Packaging class and Packaging types

Supplier can choose a 
packaging type with or 
without a lid. If you are 
shipping a packaging 
material with a Lid to it, 
choose a one with “+COVER” 
in end, else without 
“+COVER”

Possible packaging classes are 
Box and Pallet

Click here to select packaging 
class

Click here to select packaging 
type

Do Not forget to click “APPLY” 
to make the changes effective
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Pack and stack section

• Once the shipment lines are selected in contents section, based on the 
number of packs entered, the pack and stack section will be enabled

• There the supplier can decide whether to palletize the shipment or not.
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Palletize packing lines

• If multiple packaging lines are stacked on the same pallet, the “SSCC id” supposed to be the same for all 
the ones stacked on the same pallet.

• Only if the shipment is announced, ASN will b sent to MAN.
• Once the shipment is announced, it cannot be cancelled anymore.

Click here if you wish to 
palletize a packing line

Click here to select the 
pallet type

After finalizing the 
pack and stack, the 
“ANNOUNCE”button 
will b enabled and the 
shipment can be 
announced

Click here to select the 
default packaging 
option for all the pack 
lines
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Checking the packaging description
1 - Click here

2 - Click here

3 - The “Handling Units” tab 
will open and there all the 
defined packaging materials 
will be available
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Printing Documents like Manifest, HU & Pallet labels

1 - After announcing 
the shipment, Click 
here

1 - Select which 
document that you 
need to print. The PDF 
version of document 
will be generated



Notification settings
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How can I enable or disable notification from apps?

• Every user within the supplier company can decide whether to receive 
notifications from apps or not.

• Follow the steps below to enable or disable the email notifications

1. Click on the top 
right corner in 

overview screen 

2. Click on the 
“EDIT 

PREFERENCES”

3. Click on the “Change 
Preferences” after enabling 

or disabling the green 
buttons
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How do I disable notifications from Tradeshift?

• Every user could control notifications from Tradeshift

1. Click 
here

2. Notification settings can 
be controlled here

4. Do Not forget to click 
update notification settings 

after changes

3. Email address to receive 
notifications can be updated 

here


