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Login to Tradeshift at GO.TRADESHIFT.COM
Google Chrome is the recommended browser

To Add/Remove users — Click Manage on the Dashboard (Only
the account Admin will be able to make changes to the account)
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Invoicing against a purchase order (create the invoice from the PO to
electronically attach the invoice to the order)

Go to the Document Manager app on the left side of the Dashboard
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Click Clear all to remove all filters. Search for the PO number to
invoice against in the Search bar
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CAUTION: Don’tuse the Green + button or the Blue Create Document

button
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If the PO is not found, ensure that all filters are cleared. If you still don’t see the

PO, reach out to your Michelin contact.

The PO may be out of funds, closed for receiving or failed to transmit.
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There are 3 ways to invoice once you locate the PO number . ..

1) Select the top or most recent version of the PO number by clicking the
checkbox. Click on the ... (3 dots) on the far right in the Actions column.

Docurment Manager )
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Click DOCUMENT OPTIONS then

Dogument Manager
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An invoice has been created from the PO: much of the required
information is auto-populated.

Type your INVOICE NUMBER and update the ISSUE DATE with the
actual Invoice Date then scroll down to the line level details.

To
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This is an example of a Goods PO (Quantity of 1 @ a specific price) and multiple lines. The
price may be revised and the invoice will go to the Buyer for review. Do not change the
description.

IF a line is out of funds or not being invoiced. Hover over the right side of the line and
click on the X that appears. Do not add any lines or change the format from the PO.
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This is an example of a Services/Annual/Blanket PO. Revise the Quantity to reflect the
Subtotal of yourinvoice. Do not change the description.

Do not change the Price. Do not add lines. If a line appears with a zero balance, remove the
line by clicking on the X that appears on the right while hovering over the line. (See slide 11)

wasription

Subtotal earl. taees 200,000 00
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Click in the TAX box to edit or add the tax amount. A menu opens with
local tax options. You may choose the applicable option from the list
or ADD NEW TAX to create a specific local tax or ENTER FIXED TAX
AMOUNT allows entering a specific number (used when tax is not
applicable to the full subtotal of the line)

MICHELIN




Adding Freight or other charges: Click on + ADD HEADER CHARGE,
DISCOUNT, OR TAX

Do NOT click add new line.

wem 10 Dascrigstion, Quantity Ut Pricoper it Tax
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Adding Freight or other charges: Select CHARGE from the dropdown box, then Freight
or other reason from the Choose Reason dropdown box. Add the amount of fee then
choose currency instead of %. Click in tax box to add applicable tax.
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Scroll down, check the total of the invoice. Click Choose File to attach
your copy of the invoice. Click SEND.

Don’t forget to email a copy of the invoice to your Michelin contact.

‘Write a message o the recipient

Sawe payment terms and means for fufue
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This is the second way to invoice once you locate the PO number

Click on the top version of the blue PO number.

Document Manager
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You may need to ACCEPT the PO before creating the invoice. Then
click the CREATE INVOICE button on the PO

Purchase Order received fram (415) MICHELIN
NORTH AMERICA., INC.

Purchase order copy

Purchase Order accepted by You v
® OTHER ACTIONS

&

Purchase order copy

A 1his order is a representation of the original document and may be simplified.
This document (s shown SO You €an track (s status, use it for flipping to an invoice and to
resolve matching discrepancies.




Or after clicking on the blue PO number, click OPTIONS in the top
right then CREATE INVOICE
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This is the third way to invoice once you locate the PO number . ..

Click in checkbox to select the PO then click CREATE INVOICE FROM ORDERS at
bottom of page
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Select the line(s) to invoice against.
Click CREATE INVOICE button.
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Once an invoice has been submitted, it cannot be revised or deleted.
To delete a draft document. Click on the blue document number in
Draft status. Click on DISCARD at bottom left.

SHEEEENEEEE

MICHELIN



Invoice Status/Status Message

Click on the Gear at bottom of page
Click STATUS MESSAGE and SAVE to create a Status Message

column in Document Manager
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How to Read
Document Status

You con track the real-time Document Stotus by
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Invoicing without a Purchase Order

If you are invoicing Michelin North America withouta Purchase Order, these are NonPO invoices and they can be submitted
on the Tradeshift platform. MonPOinvoices are limited and require additional information for approvals.

1. Once connected to Michelin on Tradeshift, you can begininvoicing using the instructions that follow.
2. You will use thisinformation for MonPO invoices:
Purchase Order: Leave blank
Michelin ID: Obtain from your Michelin contact
Michelin email: Obtain from your Michelin contact
Booking Number: Leave blank
3. Enter a detailed description for each line item.
4. Attach your detailed invoice.

MICHELIN



Invoicing Oliver Rubber/Salisbury facility.

If you are invoicing Salisbury with purchase orders in this format 454245 or #HHH##H-5, these are NonPO invoices and they
can be submitted on the Tradeshift platform.

1. Once connected to 796 Oliver Rubber on Tradeshift, you can begin invoicing using the instructions that follow.
2. You willuse thisinformation for Salisbury MonPQ invoices:

Purchase Order: Leave blank

Michelin ID: M549353

Michelin email: Purnima.shah@michelin.com

Booking Number: Add the Purchase Order Number

If you are invoicing Oliver Rubber and have a purchase order number that beginswith 796, these invoices use PO Flipon
the Tradeshift platform.
1. Once connected to 796 Oliver Rubber on Tradeshift, you can begin invoicing using the instructions on page 4 of the
attached document.
2. You must start by locatingthe PO# in Document Manager. Selectthe PO# to invoice againstto create the invoice.
PMICHELIN



For NonPO invoicing only — Select the Green + button.
Click CREATE INVOICE
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Search for the Michelin entity that you want to invoice (Type 415 Michelin, 407 Michelin, 796
Oliver Rubber in the Search bar)

If the entity does not populate then we are not connected.
Select the entity, enter the INVOICE NUMBER and select the ISSUE DATE (date of invoice)

MICHELIN




Leave the Purchase order number field blank

The Michelin ID/Michelin contact email is required — obtain from your Michelin contact
For Salisbury only, enter the PO number as the Booking Number otherwise leave blank

EINMK : 11.1224631

- MICHELIN




Add detailed description, quantity, unit of measure and price per unit.

Click in tax box and select the appropriate tax. See next slide for details on tax.
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Click in the TAX box to edit or add the tax amount. A menu opens with
local tax options. You may choose the applicable option from the list
or ADD NEW TAX to create a specific local tax or ENTER FIXED TAX
AMOUNT allows entering a specific number (used when tax is not
applicable to the full subtotal of the line)

Select tax

MICHELIN




Adding Freight or other charges: Click on + ADD HEADER CHARGE,
DISCOUNT, OR TAX

Do NOT click add new line.

Céncard S i v

3,350000 T 1,350

Sabiolal el e 1,000
U Wam T off 1 350,00 LED RL=E )
Tatal USD 1.452.60

Total anes L BHUSD
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Adding Freight or other charges: Select CHARGE from the
dropdown box, then Freight or other reason from the Choose
Reason dropdown box. Add the amount of fee then choose
currency instead of %. Click in tax box to add applicable tax.

# Ao header charge, dscount o 1
ADD HEW LINE

o Show Base quantity cobamn

Subrental el vaxes 1.350.00

& - MICHELIN
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Scroll down, check the total of the invoice. Click Choose File to attach
your copy of the invoice. Click SEND.

Don’t forget to email a copy of the invoice to your Michelin contact.

WiTibe & Messape 1o the recipeent
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Crediting a CREDIT NOTE: A credit may be created again
Search for the invoice number or PO number in the Document Manager
Select the document. Click on the 3 dots on the right in the Actions column.
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Creating a Credit Note: Credit all or part of the invoice (by removing lines or revising the
Quantity/Price)

Remove the line by hovering over the line and clicking the X at the far right.
Or revise the Quantity/Price. Attach the credit note and SEND.
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Troubleshootfing - Account

» | did not receive an activation link, my activation link has exgired,
account activated but no confirmation received, account locked
or registration failed.

Select the problem type ... X

» Check your Spam folder.

Account activated but no

» Create a ticket with Tradeshift aft: canfirmation received
Account created

Account locked

What type of request?

Activation link not working
What type of request do you wish to create.

Activation link request
SELECT THE TRADESHIFT AREA

Account & user settings s Already using Tradeshift

SELECT THE CATEGORY THAT BEST DESCRIBES THE ISSUE Company duplication

Activation & creation
Email address not valid

SELECT THE PROBLEM TYPE OR REQUEST y
Instructions needed
Activation link not working

Not interested in joining



Troubleshootfing - Account

» How do | delete my account?
https://go.tradeshift.com/#/Tradeshift.University?path=university%2Fcours
e%2F455%2Fsession%2F2156

» | can’t login to my account

» Choose Forgot Password option




Troubleshooting - Connection

» My documents have a Pending Connection status.

» Go to Network app — My Network — Add Filter — Relationship status —
Unverified relationship

» Click button to Verify to complete the connection

Filter by relationship status X

B ER R LT
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Troubleshooting - Connection

» Michelin has sent me an invitation to connect via Tradeshift;

Once you login, kindly follow the steps and image attached below in order to
accept the connection request from (415) MICHELIN NORTH AMERICA, INC.

» Go to Network app
Choose 'Tradeshift Network'

>
» Click on 'Invitations Received'
| 2

Accept connection request from (415) MICHELIN NORTH AMERICA, INC or (407)
MICHELIN NORTH AMERICA CANADA or (796) OLIVER RUBBER




Troubleshooting — No Documents

» | don't see any Purchase Orders in Document Manager.
Ensure that you have clicked the Clear All button to remove the filters.

Use Google Chrome browser.

If you still don’t see the Purchase Order number, reach out to your Michelin contact.

The PO may be out of funds, closed for receiving or failed to transmit to Tradeshift or your Tfadeshift
account did not merge properly.

B opocument Manager

Clear cache
s ®

Open Chrome.
APPLY FILTER CUSTOMIZE VIEW

At the top right, click More
Click More tools Clear browsing data. COCUMENTTWE  CIPRIn]  RCLSS ISP e il e W) Coba
At the top, choose a time range. To delete everything,
select All time.
Next to "Cookies and other site data” and "Cached images
and files," check the boxes.
Click Clear data|

20f 791731 rows selected ] Deselect All Eb Create invoice from orders

DOWNLOAD CSV




Troubleshooting - Error Messages

» Michelin ID error — use Google Chrome browser

» Supplier Category Unknown — provide a screenshot of errorto

» Something went wrong. Please try again later.

» Close the browser and try later.

» Try invoicing methodsonp 1 orp 21.




Troubleshooting — Unable to Invoice

» Ensure that your Tax ID appears in your Company Dashboard

» Supplier Category Unknown — send screenshot with company name
to

- —Page-erorsoutorrevertoads—iryrophens 2t terd3{p21)

above to submit invoices

> O d " Efer eUEle ISSSISSINGNONNIE 0Oie oOtoM
A s Prole cro do i eliciielEsEs]
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Account
Activation

Complete your company information
during the registration of account:

o Business Name

« Country/ Region (where you
are tax registered)

e Industry

MICHELIN

BUSINESS NAME

Company ABC

COUNTRY/REGION

- Select country/region -

COMPANY SIZE

- Select company size -

INDUSTRY

Select industry
Please make sure you HELP US TO UNDERSTAND YOUR PAYMENT PREFERENCES.
select the correct VNEFERTO BEEAL:
Country/ Region. It As usual
cannot be edited once
you have registered the e
account.

I'll decide later

CONTINUE

Tradeshift




Account
Activation

Next, complete your login
information.

You will receive an email from
Tradeshift right after clicking
CREATE ACCOUNT. Please verify
your account via the email.

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

NOTE: Please change the DUMMY
EMALIL (XXXX@unknown.com) to a
real email address.

.g&\f

MICHELIN

Enter the
Tradeshift login

credentials here:

Email
Address
Password

Create your account

e Continue with Google

OR
FIRST NAME LAST NAME
David Jones
EMAIL ADDRESS
| adrraccountcreation@email.com
PASSWORD

[v] | | Show password

LANGUAGE

English (UK)

iii

By slgning up, you are Indicating that you have read and agree to Trad

Terms of Service and Privacy Polley.

Yes, | want to receive marketing communications from Tradeshift.

CREATE ACCOUNT

Click here t

(o)

confirm and

check for
verification
email

Tradeshift




Congratulations!

One more step

Please camplete your coparny prafile in order to exchange dacuments off Teadeshif. vou can

YOU have SUCCESSfUHy registered Gn EE: edit these datalls at any tima (n the Profile app,
account with Tradeshift.

I Your Company Profile at Tradeshift

Login Page: go.tradeshift.com Henoi Sup s sl

Help buyers identily your comparry &nd Increase their rust by adding 4 loge and a
description.

COMPANY DESCRIPTION

Address information

This infermation is required fer issuing docurments and will be added to The documants
wou rgchange with business partners,

POSTBOX [OPTIONAL| BLILDING [OPTIDNAL]
STREET (OPTRONAL) ADDITICHAL STREET HAME [GFTICHALY

STATE (OFTIDRLELY

Complete
your Profile

and click
Proceed. o

MICHELIN Tradeshift




Update

Company Profile

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
N Industry
+  Phone

«  Company Email Address

MICHELIN

Tradeshift 4 i) company Profile

-
Complete
o A COMPANY DESCRIPTION
DneUmant Manager @ =

INDUSTRY COMPANY SIZE

2 {

o A% e o SEREEE R CUE

o e
T

B
your profile Profile strength 40%

SEC_USA Seller

COMPANY OWNERSHIP SHARE CAPITAL

Private kmited company =

COMBANY ADDRESS BEGISTRATION ADDRESS

afiie
iﬁ' Create Documents TEST Us

Click the PHONE COMPANY EMAIL ADDRESS
[Profile] app

il
it

IMVITE TEAM MEMBER

Tip: Click here to invite
additional users Mandatory

R[S

Tradeshift




Update
Company Profile

Please ensure the “Company

Identifiers” section in your Company Company Identifiers Ll
Profile is uDthEd VAT number Company number
o o _ GB223344556 01010101
If this information is wrong, get in
GLN Internal Identifier

touch with:

. compte-fonction.michelin-purchasing

@michelin.com - Europe

. Einvoice.onboarding@michelin.com -

North Americo Company ID/ Business Registration Number and Tax/
VAT ID must be updated in the Company Profile.

Invoices will NOT be submitted successfully if these
mandatory fields are not updated.

&
Tradeshift

MICHELIN




Dashboard:
Overview of Your
Account

== SEC_USA Seller

0 10
ead Messages Open Tasks

. Docume nts Last month =

Sales Purchases

Click “All apps” to
search for more

applications

E Questionnaires

Needing attention  Waiting for review  Completed

rrw Dear Supplier, in order to make sure your data

answer the following survey. Thank you in advani

MICHELIN

o2 992589632

Upload document
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How to Switch Branch
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How to Switch Branch

In the future, iIf you have any questions on
Master/Child (Companies with multiple branches)
please reach out to
se-support@tradeshift.com
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Support Apps

1. By clicking on Michelin
Support, you are being

routed to Michelin Landing
Page

2. By clicking Tradeshift
Support, you are routed to Michelin Network Support Tradeshift Network Support
our Support Landing Page
- open a ticket, access the
Knowledge Base Articles,

Tradeshift University. A 1r

NOTE: For additional details see
the Support Guide
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Login:
Go.ftradeshift.com

Support Tickets:

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

Onboarding:

Einvoice.onboarding@michelin.com

o
- MICHELIn




THANKS FOR YOUR
ATTENTION
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