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User Guide

Invoice creation for Bosch suppliers with SupplyOn elnvoicing

To upload a PDF formatted invoice, the invoice will be created in your system and can be
sent through SupplyOn in a CSV-format via upload function. This User Guide shows you
step by step the procedure of upload of a csv formatted invoice.

Contents

Invoice types at a glance ]|

Login and routing to the service 1
Upload PDF-Invoice 3
Send PDF-Invoice via e-mail 6

Creation of the e-mail subject or e-mail address in the SupplyOn web application. .........c.cccevvnenee. 7
Error processing for PDF- and CSV-Upload invoices 9
Support 1

Please note:

! The Supplier has to take care of the correctness of the invoice data when entering the
data into SupplyOn. The data in SupplyOn has to equal with the data in the suppliers
merchandise management systems.

! A purchase order, received via SupplyOn has to be responded in form of a purchase
order response in SupplyON

! If there are any problems regarding the invoice generation (e.g. purchase order not
available...) please contact the SupplyOn Support.
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Invoice types at a glance

Invoice from demand The Invoice is prefilled with the existing

(Purchase order flip) order data within the SupplyOn platform and
has to be completed by only few mandatory
information.

Invoice from document Invoice is prefilled with all relevant data of a

(frequently appearing PO; Limit PO) document (Purchase order in SupplyOn).
Only price and amount has to be adjusted.
Invoice from scratch The Invoice will be created by the supplier
(Blank invoice without PO) within the SupplyOn platform by filling out a
blank document. This type of invoice can
also be crated, if the PO is not received via
SupplyOn.

Invoice creation via CSV upload The invoice is created in your system and
can be sent through SupplyOnin a CSV-
format via upload function.

Invoice creation via PDF upload e The invoice is created on the suppliers
(Service has to be activated for system and can be sent through
supplier)

SupplyOn in a predefined PDF-format via
upload function.
e If this service is running smoothly, PDF-

Invoice can also be sent via e-mail, or
directly from your system.
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Login and routing to the service
1. Login with your registration data on the SupplyOn Platform.

2. Go to My SupplyON or click on WebEDI/ VMI on SupplyOn Services to use the service.

S}_JPP\L){@ ) My SupplyOn SupplyOn Services v Administration v News

Sourcing
Iy SupphOn > My user: My master data Business Directory
My master data My roles My ses WebEDI / VMI ustrators My substitutes Privacy settings
, *
Sunvey (QAS) =
Sunvey (PREVIEW)



https://platform.application.prd.supplyon.com/logon/logonServlet

a) Access via SupplyOn Service, WebEDI/VMI
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e If you access via WebEDI, choose elnvoicing in the dropdown of the Invoicing button
at the navigation bar on the left side of the page.

=
SUPPLYgN ) My SupplyOn  SupplyOn Services ¥ Administration v News

Logistics & Finance Search

211

mteractive Tour

@ belp & sopport

B Feednack

LHr— Orders

Settings and Master Data

> Confirmable Orders. =+ Alerts

Order status Order status Type
| |

New Orders 161 Omed 204 ety s
| 1

Order Updates 60 Pe 18

528 1
p—— o
Confirmable Scheduling
Agreements i

750 1040

Bosch Seller WebEDKDE) - Su

> elnvoicing -
Billabie item Status
.|

0 [r— 489

o
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e You will be routed to your invoice list shown below in step 3.

i Hint: if you go via the “WebEDI” field: You can choose your preferred SupplyOn
platform design (you can select between a “new dashboard” and an “old dashboard” -the
functionalities in both dashboards are equal)

b) Access via My SupplyOn

e If you access via SupplyON, selcet SupplyOn elnvoicing

SupplyOn Sourcing

SupplyOn Sourcing enables you to eiGently manage the requesting and oflering process, No matter f
registered on SupphyOn or not SupplyOn Sourcing gives a quick overview of incoming requests and
submited offers.

SupplyOn Survey (new) (QAS)

Bujing companies simply send their business padners 3 igital questionnaire wa SupplyOn Survey
(new) in order 1o collect master data or other information about the company. The master data updated
Bythe business pariner is then automatically added to the SupplyOn Business Directory

SupplyOn Survey (new) (PREPROD)

Bujing companies simply send their business partners 3 digital questionnaire wa SupplyOn Survey
(new) in order 1o collect master data of omer information avout the company. The master data updated
by the business pariner t5 then automatically added to the SupplyOn Business Directory

SupplyOn Survey (new) (PREVIEW)

Buying companies simply send their business partners a digital questionnaire via SupplyOn Survey
{new) In order 1o collect master data of atner information about e comgany. The master data updated
by the business partner is then automaltically added to the SupphyOn Business Directory

SupplyOn elnvoicing [N

‘SupptOn elmvoicing allows suppliers to create elecironic invoices and addiional financial documents
‘33 well 35 t0 track the documents’ processing staus on customer-side.

CeC

To access SupplyOn please use
only the fellowing browsers:
Google Chwome. Mozita Firefor or
Microsol Edge (Chrame-based versions
since January 2020)

=
&)

SupplyOn Service Center
Browse our support content

FAQS and HowT

“¥ BOSCH

Robert Bosch - Web Based
Trainings

Use the Web Based Training Modules of
the Robert Bosch GmoH via Supphon

tarttrainings here

re

e You will be routed to your invoice list shown below in step 3.
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3. You are now in the view Invoice list (Invoice cockpit). Within this view, you can find an
overview of your invoices. An overview of all Invoices sent to Bosch can be found under
the tab Sent. (Invoices created within the last two years are displayed)

SUPPLYQN ) My SupplyOn  SupplyOn Services »  Administration

% Hint: The cockpit is customizable by hiding/displaying columns. This can be done in the right corner on the

top.

4. Follow now further instructions below to upload an PDF-Invoice:

If you are activated for this service (Precondition: WebEDI connect), you can submit invoices
in a PDF format with the SupplyOn elnvoicing function. Within this service, the PDF document
can be generated in your system and submitted via upload function in the SupplyOn web
application or sent via e-mail. This service requires a separated activation process, which
is NOT free of charge. Information for the registration process and how to find out if
you are activated for the service can be found here

Please only use this service, if your system creates invoices as PDF-files automatically.

Below options are possible to submit your invoice via PDF.

Upload function within the

SupplyOn web application

The PDF-Invoice will be generated in your
system and submitted to Bosch via upload
functionality on the SupplyOn platform.

Send PDF via e-mail

If this PDF-Upload is running smoothly,
PDF-Invoice can also be sent via e-mail, or
directly from your system.

Upload PDF-Invoice


https://cms.application.prd.supplyon.com/en/info-portal/pdf-upload-overview
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1. Log in to the SupplyOn platform and route to the service. Therefore, follow the instructions
of the section Login and routing to the service. Instructions see here.
2. You are now in the view “Invoice list”. Within this view, you can find an overview of your

invoices.

WebEDI(DE) - 5

—~
O\N_ ) My SupplyOn SupplyOn Services v Administrationv  News

My SupplyOn > Logistics & Finance > Invoice list

Upload invoice + Download ~ Q| @ Hel

E-Mail Notificatior
Show/hide columi

Draft613)  Readytosend (142 | Sent(12.099)
Document No. Type Invoice date Status Customer Amount Channel Last change by Last change on Reference PO Nol
All document ttypes [:::} [:::} - -~ [:::} [}
27.11.2018 Draft Robert Bosch GmbH WebEDI Supplier@Net, Bosch 27112018
08.102019 Dt Robert Bosch GmbH 0,00 WebEDI sup h 08102019
04.05.2020 Draft Robert Bosch GmbH 100,00 EUR WebEDI Sup osch 0405.2020 RE7-0083500211
30042020 Dratt Robert Bosch GmbH 20,25 EUR. WebED! Sup h 3004.2020 4700891067
Invoice 30.04.2020 Dratt 8osch Rexroth AG 59,50 EUR WebED! Supplier@ n 3004.2020 8330047187

3. Click on Upload invoice and choose Upload PDF invoices in the dropdown.

—
"SUEHI:?:O\N_ ) My SupplyOn SupplyOn Services v Administration v  News

My SupplyOn > Logistics & Finance > Invaice list

Create invoice ~ ‘ Upload invoice ~ ‘ | Download ~

Upload CSV file

Draft (664)  Readytosend (147)  Sent (12.162)
Upload POF invoices
Document No. Type Status Amount
] All document ttypes e ::]
] | mempty Invaice 18.05.2020 Draft 000

4. Now the window for the upload area appears. Select a customer (organizational unit) for
which the invoice is intended. Select the supplier (unit in your company) for which the
invoice is to be generated and select the appropriate PDF layout.

Upload PDF invoices

Customer: Supplier: PDF Layout: Create PDF Layout

You can upload inveice documents as PDF files (and attachments). The structure of the PDF files needs to match the selected PDF
Layout. View additional information.

Drag files here to upload them.
or

Select PDF files

Ik Cancel

5. Click on Select PDF files to choose the PDF-Invoice (from your computer) you want to
upload. Upload of multiple PDF-Invoices is possible.

6. After you chose the PDF-Invoice(s) you want to send, you have the possibility to check
and edit your invoice by clicking on Upload or send it directly by clicking on upload and
send.

a) Clicking on Upload
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If you click on Upload, you can check and edit the PDF-Invoice before sending it.

> During the processing of the uploaded invoice by the system, the invoice is can be
seen under the draft tab in your invoice list. It can take up to 48h, until the invoice is
available under the tab ready to send.

VY SUPPWON > LOGISTs & FIance > TAVGICE TS5t
‘ Upload invoice ~ | ‘ Download ~
{ Draft (664) Ready to send (141) Sent (12.162)
Document No. Type Invoice date
l:l All document types
]| memety Invoice 18.05.2020
[]) mresto Invoice 18.05.2020

> If the invoice is under the tab ready to send, you can edit the invoice and send it to the

customer
> After sending the document, the invoice can be viewed under the tab sent.

% Hint: Start to use option a) and use option b) after a period of positive test change.

b) Clicking on Upload and send

If you click Upload and send the PDF-Invoice will be sent directly.

> During the processing of the uploaded invoice this is on the Sent tab in the Processing status.
This can take up to 48 hours. The invoice is then available under the Sent tab.

 SUPPIyOTT TOUTSIS o FIaTeE > TAVOTCE T2T
| Upload invoice ~ | Download ~ |
{ Draft (664) Ready to send (141) Sent (12.162)
Document No. Type Invoice date
l:l All document types -
| memety Invoice 18.05.2020
[ ]| mresto Invoice 18.05.2020

> Error-free invoices are sent directly to the customer. If an error occurred during the processing,
the invoice is given the Error status. The invoice with errors is not sent to the customer.

=
SUPPLVO\N_ ) My SupplyOn SupplyOn Services v Administration ¥

© > Invoice list

i
Document No. Type Invoice date Status Customer status
o v - & | .

!  Procedure in case of an error can be seen here.
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Send PDF-Invoice via e-mail

Please note, that you can only send PDF-Invoices via e-mail, if the PDF-Invoice upload is
running stable, because the same test routines will be done. This service requires a
separated activation process, which is NOT free of charge. Information for the
registration process and how to find out if you are activated for the service can be
found here.

There are two options for addressing and sending an e-mail with a PDF file to SupplyOn
elnvoicing.

a)

b)

Variables in the subject line (automatic procedure within SupplyOn here)

For this you generate an e-mail subject with the variables from customer ("BO" and "BY"),
supplier ("SE") and the PDF layout ("LQO"). If you do not know the variables, you can have
them displayed in SupplyOn elnvoicing.

Definition of variables:

BO: BFAG => Customer's organization code

BY: DEO1 => Customer's plant code

SE: 99022004 => Supplier number at the customer
LO: 220200 => Layout / Mapping ID

Example: BO: BFAG, BY: DEO1, SE: 999022004, LO: 220200,

Send the PDF-Invoice to the following e-mail address:

& mailto:pdf.invoice@einvoicing.supplyon.com

Variables in the e-mail address (automatic procedure within SupplyOn here)

For this you generate an e-mail address with the variables from customer(“BO and "BY”),
supplier (“SE”), PDF layout (“LO”)and the fixed value pdf.invoice @einvoicing.supplyon.com. If
you do not know the variables, you can have them displayed in SupplyOn elnvoicing. Send
the PDF invoice to the generated e-mail address.

Definition of variables:

BO: BFAG => Customer's organization code

BY: DEO1 => Customer's plant code

SE: 99022004 => Supplier number at the customer
LO: 220200 => Layout/ Mapping ID

Example: BFAG#DE01#999022004#220200#pdf.invoice@einvoicing.supplyon.com
Send the PDF-Invoice to the following e-mail address:

= BO#BY#SE#| O#pdf.invoice@einvoicing.supplyon.com



https://cms.application.prd.supplyon.com/en/info-portal/pdf-upload-overview
mailto:pdf.invoice@einvoicing.supplyon.com
mailto:BFAG#DE01
mailto:pdf.invoice@einvoicing.supplyon.com
mailto:pdf.invoice@einvoicing.supplyon.com
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Creation of the e-mail subject or e-mail address in the SupplyOn web application.

1. To specify the e-mail address or subject, Log in to the SupplyOn platform and route to the
service. Therfore follow the instructions of the section Login and routing to the service.
Instructions see here

2. You are now in the view Invoice list. Within this view, you can find an overview of your
invoices.

‘D sch Se Wi - Suppl
CI\N_) My SupplyOn SupplyOn Servicesy  Administrationy  News Bosch Seller WeDEDI(DE) - Supp

[ list
P—
Draft(613)  Readytosend (147 | Sent(12.08)
Document No. Type Invoice date Status Customer Amount Channel Last change by Last change on
O All documen types ~ ] ] - - =] =]
| memety Invoice 27112008 Dt Robert Bosch GmibH WebED! Supplier@Net, Boscn  27.11.2019
[ | mematy Invoice 08102019 Draft Robert Bosch GmbH 0,00 WebEDI Supplier@Net, Bosch 03102019
[ | emety Invoice 04052020 Dratt Robert Bosch GmbH 100,00 EUR WebED! Supplier@Net, Bosch 04052020 RB7-0083500211
[] | 2020043004 Invoice 30042020 Dratt Robert Bosch GmibH 2025 EUR WebED! Suppl Bosch 30042020 4700891067
[ | 2020043001 Invoice 30.042020 Draft Bosch Rexroth AG 59,50 EUR WebEDI Supplier@Net, Bosch 30.04.2020 8380047157

3. Click on Upload invoice and choose Upload PDF invoices in the dropdown.

My SupplyOn > Logistics & Finance > Invoice list

Create invoice ~ ‘ Upload invoice v ‘ | Download ~

Upload €SV file

Draft (664) Ready to send (141) Sent (12.162)

Document No. Type Status Amount
] Al document tiypes (] ]
] | mempty Invoice 18.05.2020 Draft 0,00

4. Now the window for the upload area appears. Select a customer (organizational unit) for
which the invoice is intended. Select the supplier (unit in your company) for which the
invoice is to be generated and select the appropriate PDF layout.

Upload PDF invoices

Customer: Supplier: PDF Layout: Create PDF Layout

You can upload invoice documents as PDF files (and attachments). The structure of the PDF files needs to match the selected PDF
Layout. View additional information

Drag files here to upload them.
ar

Select PDF files

Ié Cancel
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5. After you entered the information, the window will be updated. Click on create subject for
e-mail or create e-mail address.

Upload PDF invoices

Customer: Supplier: PDF Layout: Create POF Layout

B. Fischer AG - STD Group - Regular Invoice -

You can upload invoice documents as PDF files (and attachments). The structure of the PDF files needs to match the selected PDF
Layout. View additional information.

If you want to transmit the PDF files via e—mz\'l[Create subject for e-mail or create e-mail address

rag files here to upload them

Select PDF files

a) Create subject for e-mail

If you want to create the subject for the email click on create subject for e-mail and following window
will be displayed:

The e-mail subject for the selected combination of customer-supplier and PDF Layout is:
BO: BFAG, BY: DEO1, SE: 999022004, LO: 220200,
Create e-mail

Back

» You can use the displayed subject for invoicing, sending by e-mail

! Important: The displayed e-mail subject only works for the selected combination of customer,
supplier and PDF layout. The e-mail subject must be specified again for invoices of other
combinations .

b) Create e-mail address

If you want to create the subject for the email click on create e-mail adress and following window will
be displayed:

The e-mail recenver address for the selected combination of custorner-supplier and PDF Layout i=
BOSCH#DE00#D00000 i+ 1 1ALy #PDF invoice @ einvoicing-qas supplyon.com
Create e-mail

> You can use the displayed e-mail address for invoicing, sending by e-mail

! Important: The displayed e-mail subject only works for the selected combination of customer,
supplier and PDF layout. The e-mail subject must be specified again for invoices of other
combinations
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Error processing for PDF- and CSV-Upload invoices

On the following pages you'll see what errors are and when no error has occurred, and the
procedure for correcting errors.

There are the following options for correcting errors:

1. You cannot make corrections yourself, as you have changed your invoice's layout and the
data extraction must be adjusted. Example.

Example:

A value that was previously read out on the previous invoice is missing. For example:
The currency was previously "EUR" and is now empty, although the currency is
included on the PDF invoice.

Please use the Support form https://contact.supplyon.com/en/ to request corrections in
the data extraction. Submit the PDF invoice with a description of the error and the PDF
layout.

2. The order you invoiced is not yet provided for SupplyOn elnvoicing. You can see this
because the order is not included in the list of orders to be invoiced. Create the invoice as
before.

3. You can correct the invoice in your system, create a new PDF invoice and upload this again
in SupplyOn elnvoicing.

Examples:
Address data or formats were changed. For example, the street is now in line 4 instead
of line 3 as before. Change the address data so that the street is consistently in line 3.

The following actions can cause errors:

Upload PDF invoice

Upload and send PDF invoice

Send PDF invoice with e-mail subject
Send PDF invoice with e-mail address

ooop

The data extraction of the PDF file takes up to 48 hours. If your PDF invoice displays the
status Data extraction in the invoice list, it is not an error.

You receive an automatically generated e-mail with the success message for each
successfully uploaded invoice.

NOTE: We recommend a rule in your e-mail program for e-mails with the sender
"elnvoicing@supplyon.com" and the subject "SupplyOn elnvoicing SUCCESS..." be created,

9
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provided you only want to be notified in the event of an error. The rule can automatically move
emails to a defined folder. Then you will only want to be notified in case of an error. Can | omit
the paragraph?

Re a) Upload PDF invoice

You receive an e-mail with the subject

e READY TO SEND and the message to log into SupplyOn elnvoicing. Open the "Ready to
send" tab and click on Send.
o DRAFT and the message that the invoice has been uploaded, but the validation was not
successful.
o Error correction: Log into SupplyOn elnvoicing, open the Draft tab, search for the
invoice with the Error status, open it, click Check, remove the error and click Send.

Re b) Upload and send PDF invoice

You receive an e-mail with the subject

e SENT - No further action required. We recommend a rule be created for these e-mails.
¢ ERROR and the message that the invoice has been uploaded, and the errors it contains.

o Error correction: Log into SupplyOn elnvoicing, open the Sent tab, search for the
invoice with the Error status, open it, click Check, correct the errors and click Send.
Alternatively you can delete the invoice, as it was not sent to the customer, and repeat
upload and send with a corrected invoice.

Re c) Send PDF invoice with e-mail subject

You receive an e-mail with the subject

o DATA EXTRACTION — No further action required. The data extraction of the PDF file takes up
to 48 hours.
e ERROR and the message that the invoice has been uploaded and contains errors.
o Error correction: Log into SupplyOn elnvoicing, open the Sent tab, search for the

invoice with the Error status, open it and click on " Manually correct invoice errors".
Confirm the warning. The invoice is now on the Draft tab. Search for the invoice with
the Error status, open it. Click on Check, correct the errors and then click on Send.
Alternatively you can delete the invoice, as it was not sent to the customer, and repeat
the e-mail sending with a corrected invoice.

10
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—~
SUPPLYO\N' ) My SupplyOn SupplyOn Services ¥  Administration v

My SupplyOn > My Workspace > Invoice list

Upload Invoice ~ | | Download ~

—_—a
Draft (0) Ready to send (0) Sent (31)
Document No. Type Invoice date Status Customer status
\:l All document types v @ @ Error v v
[] | invoooo11177 Invoice 2/20/2018 Error
[] | mvoooo11182 Invoice 2/20/2018 Error
[] | nvoooo11178 Invoice 2/20/2018 Error
\j INV0O00011176 Invoice 2/20/2018 Error

—
SUPPLYO\N_) My SupplyOn SupplyOn Servicesy A

Next document

My SupplyOn > My Workspace > Invoice list > Invoice [INVO00011106] 60f31 A W

< Back to list | Manually correct invoice errors

Invoice header details

| Download ~ | | Print ‘ ‘ M save as template ‘

Error status report

Supplier information .
The following errors occurred:

Customer information Error type: ERROR Error message: Line items net price w/o surcharges: The value is different from the one in the purchase order (RS_3056).

Error type: ERROR Er e: Line items quantity: The field does not contain a valid quantity. Please check the billable quantity (RS_3056).

Line items Error e: The field Line items can only be used at maximum 50 times (RS_15054).

Additional invoi i i
itional invoice InVOlce header detaIIS

information

Re d) Send PDF invoice with e-mail address

You receive an e-mail with the subject

e DATA EXTRACTION - No further action required. The data extraction of the PDF file takes up
to 48 hours.
e ERROR and the message that the invoice has been uploaded and contains errors.
o Error correction: Log into SupplyOn elnvoicing, open the Sent tab, search for the

invoice with the Error status, open it and click on " Manually correct invoice errors".
Confirm the warning. The invoice is now on the Draft tab. Search for the invoice with
the Error status, open it. Click on Check, correct the errors and then click on Send.
Alternatively you can delete the invoice, as it was not sent to the customer, and repeat
the e-mail sending with a corrected invoice.

11
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Support
In case of questions regarding technical or platform issues (e.g. blocked user, forgotten

password...) contact SupplyOn

customer-support@SupplyOn.com -

https://contact.supplyon.com/en/

Direct contact:

© Germany: German 00:00-24:00 (24/7)

e Landline: 0800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (charges of local mobile network operator apply)
Europe (without Germany): English 00:00-24:00 (24/7); French, Spanish, Portugese, Italian 06:00-20:00 CET/CEST
(Monday-Friday)
e Landline: + 800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (charges of local mobile network operator apply)

©  China: Chinese/Mandarin 07:00 — 20:00 CNST (Monday-Saturday)

e 4001.203.357 (free of charge, but local network provider charges may apply)

© Japan: Japanese: 08:00 — 17:00 JST (Monday-Friday); English: 17:00 — 08:00 JST (Monday-Sunday)

e 0120.778166 (free of charge)
Korea: Korean: 08:00 — 17:00 KST (Monday-Friday); English: 17:00 — 08:00 KST (Monday-Sunday)
e 080.648.0880 (free of charge)
USA; Canada: English, German: 24/7 availability
e Llandline: 1.866.787.7596 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)
Mexico: In English, German: 24/7 availability
e Llandline: 01.800.123.3231 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)

©  Others: In English, German: 24/7 availability

e Llandline: + 800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)

BOSCH

In case of any invoice related issues please use the inquiry function within the SupplyOn platform, to get in touch with

Login Link: https://platform.application.prd.SupplyOn.com/logon/logonServiet
See here how to proceed.

Further help can also be found on the SupplyON SupplyOn Infopage
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