
 

 

General instructions for the contact form  

„Business Partner Contact“ 
 

 

1. Where can I find the contact form ? 

2. How can I open the contact form ? 

3. How do I fill out the contact form ? 

▪ Your Supplier number  

▪ Reason for the request 

- Payment reminder 

- Series scopes 

- Electronic receipt / output 

- Balance confirmation 

- Document Request 

- Open Items 

- Change of bank details 

- Any other reason 

▪ Your message 

 

4. How can I send the inquiry ? 

 

Where can I find the contact form? 

 

You can find the contact form on ONE.Konzern Business Platform  

Link: AUDI AG (vw.vwg) (in the register “Contact”) or receive it by sending an e-mail to 

accounting-services@audi.de. 

 

 

How can I open the contact form? 

 

The contact form can only be filled out via the Adobe Reader desktop app. It is not 

possible to edit the contact form via the browser.  

 

 

 

 

https://lso.wob.vw.vwg/one-kbp/content/en/kbp_private/information_1/divisions/finance/audi_ag_finance/audi_ag_finance.jsp
mailto:accounting-services@audi.de


How do I fill out the contact form? 

 

All mandatory fields are marked with a red border. 

For example: supplier number 

 
 

 

Your Supplier number  
(mandatory field) 

 

Our supplier are identified by their supplier number, for this reason it must be provided in 

any case.  

 

You will find your supplier number on the order, as well as on the payment advice or 

correspondence.  

If you do not know your supplier number, please contact the responsible purchaser.    

Always enter the index 00 for your supplier number.   

For example. for 9999 always 999900 

 

Example payment advice / order 

 

 

 



Reason for the request 
(mandatory field) 

 

Only one reason can be selected per request. For further requests, a new enquiry is 

necessary. 

 

 

Payment reminder 

Inquiries about overdue invoices   

 

Tip: If you enter only one invoice number in the field “Invoice No.” and make 

another request for each additional overdue invoice, you will receive the status of 

your invoice after 60 Minutes at the latest.  Please note that you must enter your 

full invoice number including special character.  

 

Series scopes 

Inquiries from series suppliers   

 

Electronic receipt / output 

For questions regarding the connection and use of the financial application (FIN), 

as well as for malfunctions.  

Or if you need to change the incoming and outgoing documents. 

 

Balance confirmation 

If you need your open items / balance on a specific key date. 

 

Document Request 

If you are missing a receipt from Audi AG (e.g. remittance advice, credit notes or 

direct debits, ...), enter the 10-digit receipt number here.  

 

Open Items 

We are pleased to provide you with an overview of your current outstanding 

items. Kindly note that deliveries processed as part of serial transactions cannot 

be included in this overview. 

 

Change of bank details 

In case you need to update your registered bank account details. 

 

Any other reason 

Please only select this reason, if none of the above mentioned reasons match 

your request. (for example: guarantee, questions to letters of rejection / reason for 

reduction / discount deduction, withholding tax etc.)  

 

Your message 
(mandatory field) 

 

Here you can explain your request in more details.  

Attachments and screenshots can be uploaded in the next step.  

(Button „Continue“) 



How can I send the inquiry? 

 

After clicking on the button „Continue”, the following window will open:  

 

  
 

You now have the option to enclose your attachments before submitting the contact 

request. 

 

Please only use the message field in the contact form to describe your request. 

 

 

 

 

 

 

 

    


