
 

E-Invoice process of the finance application on 

www.vwgroupsupply.com  

  
  
Please note: The electronic invoice process is only applicable for invoices stating German VAT or for 

net invoices (e.g. for VAT exempt or reverse-charge transactions). 
 
The purpose of the following description is to visualize the electronic invoicing process within the 
finance application 3.0 on the group business platform. The option to upload a PDF version of your 
invoice has been transferred to step 4 of the invoicing process alongside the implementation of 
FIN3.0. Recording the invoice positions in step 3 is now mandatory in any case. To start the finance 
application, you have to follow the link below on the group business platform. 
 
For the login on www.vwgroupsupply.com use your profile ID and the associated password. 
 
 

 

  

   

Login  Applications  Finance Application (FIN)  Start  
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A new window will open. On the left side you can see all available menu options and on the right side 
you can see an overview of your chosen option. Additionally, if you click on the question mark icon  
it will open a more detailed guide. 

 

The “Invoices” option guides you to the overview of your created and submitted invoices. They are 
shown in a table which allows you to access past invoices by clicking on the respective receipt number. 
Likewise, you can search for them by using the filter on top of the page. If your company has not 
created any invoices yet, no table is shown. To start the process consisting of five steps, you have to 
use the button “Create New Invoice“. 
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Invoicing 
Step 1 of 5  

At the beginning of the process, you have to choose the recipient organization from the drop down 
box. For a recipient other than “Volkswagen AG”, the process is described in another document in the 
section for FIN manuals on vwgroupsupply.com. 

For legal tax purposes please check if your company VAT-ID and/or the local TAX-ID is filled 
automatically. If not, your company admin is able to deposit this information within the application 
“Supplier Database” (Applications  Supplier Database). The information will be transferred to the 
finance application for all your future invoices. 

 
In addition, you have the option to select a sender different from the invoicing party among all your 
associated index accounts. Please use the arrow on the right side of the drop down menu to select an 
index account. Once you are done, click “Next” to complete step 1. The Upload of a    complete Invoice 
has been moved to step 4 since the changeover  to FIN3.0. 
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Step 2 of 5  

This manual describes the requirements for the invoice recipient “Volkswagen AG.” For other 
companies, the information can be found in their respective manual. You can also find information 

about the requirements in the finance application by following the question mark icon  in the 
different sections of the application. Mandatory fields are marked with an asterisk (*). Please note that 
these fields do not allow the input of alphabetic or additional characters. 
 

  

Receipt Number: enter in this field your invoice number 
Receipt Date: enter in this field the date of your invoice 
Order Number: enter in this field your numeric order number  
Call Off Number: in case of framework contracts, enter in this field your call of number
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Depending on the order type, different procedures are applied. If you choose “Purchase Order 
Number” or “Construction Invoice”, a new window will open where you can choose the respective 
order number. The ordered position items will be transferred to the following step automatically. 
 
If you choose “Production Material”, the delivery note number must be entered in the field above. In 
exceptional cases, if no order number is available, tick the box next to “No Order”. In this case, it is 
mandatory to state the requisitioner and the requesting department to enable Volkswagen to 
retrace your invoice. 
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Step 3 of 5   
In case you selected either “Purchase Order Number” or “Construction Invoice” in the previous step, 
the respective order number position items will be listed automatically. You can add additional ones 
by using the button “Add Position”. Otherwise, no positions are shown in the first place and you 
have to use the button “Add Position” to enter them. 
 

 
Using the button “Add Position” opens a new window to enter your invoice positions. For the 
reception of your invoice positions, the mandatory fields marked with an asterisk (*) have to be 
filled. The number of the position will be incremented by the system. The number can be changed 
by using the drop down menu or by typing in the correct number.  
 
The rate of taxes can be adjusted by choosing the value of the drop down box. If you choose 0.00%, 
you will have to enter the reason for tax exemption in step 4. To create more than one invoice 
position, you have to use the button “Save & New”. Use the button “Save” to close the window. 
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After entering all invoice positions, you have the option to add discount, shipping, or packaging costs 
for the entire invoice. The invoice total will be calculated automatically depending on the filled fields. 
Furthermore, you have the possibility to offer a cash discount by choosing “Offer cash discount 
according to data / percent”. If you have a general cash discount agreement with Volkswagen AG, 
the system will automatically try to apply it by selecting the option “Use cash discount rates as 
contracted”. 
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Step 4 of 5  

Here you find text fields for additional information regarding your invoice that can also be left blank. 
Moreover, you also have the possibility to upload an attachment (for example a pdf version of your 
invoice or a proof of employment) in PDF file-format. If you are creating a construction invoice, 
uploading a PDF file is mandatory as an evidence of your total performance. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you entered a position with a tax rate of 0.00% in step 3, the below field will be shown, to, to give 
a reason for tax exemption for legal purposes. 
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Step 5 of 5    

In the final step you get an overview of your entered data. Here you can confirm that all information 
is right or go back and make changes. To send the invoice productively, select the check box within 
the confirmation field and use the button “Submit Invoice”. This button will only be active after 
selecting the check box. You have now successfully sent us an invoice. It is not allowed to send it via 
post anymore. 
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