




PO Invoicing 
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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. 
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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 the second way to invoice once you locate the PO number 

Click on the top version of the blue PO number.
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You may need to ACCEPT the PO before creating the invoice. Then 
click the CREATE INVOICE button on the PO
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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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NonPO Invoicing
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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) 
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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 
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Troubleshooting
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Troubleshooting - Account

� I did not receive an activation link, my activation link has expired,
account activated but no confirmation received, account locked
or registration failed.

� Check your Spam folder.

� Create a ticket with Tradeshift at:
https://support.tradeshift.com/requests/new



Troubleshooting - Account

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

� I 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



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'

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



� I 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 Tradeshift

account did not merge properly.

� Clear cache

Troubleshooting – No Documents



Troubleshooting - Error Messages

� Michelin ID error – use Google Chrome browser

� Supplier Category Unknown – provide a screenshot of error to 
Einvoice.onboarding@michelin.com

� Something went wrong. Please try again later.

� Close the browser and try later.

� Try invoicing methods on p 19 or p 21.



Troubleshooting – Unable to Invoice

� Ensure that your Tax ID appears in your Company Dashboard

� Supplier Category Unknown – send screenshot with company name 
to Einvoice.onboarding@michelin.com

� Page errors out or never loads – try options 2 (p19)and 3 (p21) 
above to submit invoices

� Global ID error - your tax ID is missing from the profile.  Go to All 
Apps - Profile.  Scroll down and add tax ID.


























