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BMW ONBOARDING PORTAL

1 INTRODUCTION

Within the scope of switching to electronic invoice exchange the Onboarding Portal offers the possibility to
centralize contained work steps and represent them clearly.

It is divided into two areas: The registration for the switch to electronic invoice exchange itself and the
administration area after the successful registration. The administration area allows the adjustment of
contact and business data entered in the initial registration as well as management of access data for eBox
partner archive. In the following individual functions of Onboarding Portal will be described and their tasks
will be clarified.

1.1 Registration

If BMW selects a business partner for the switch to electronic invoice exchange, the authorized signatory
receives the respective invitation via email in which he is asked to register in onboarding portal within the
next seven working days. Password is received via separate email.

‘ Invitation for Registration for elnvoicing with the BMYY Group (00000007)
'“_’ bmwgruup.emlluut tatthias. Siebert

brrwgroup.erollout@mdocs . de
Matthias.Siebert@roddm.cormn,
Bitte Antwort an support-bmw-bp@rcddm_com

Dear Mr. Matthias Siebert,
Please register for your company
rcDDM

Josef-Bayer Str. 5

88250 Weingarten

within the next 7 days for the elnvoicing process with the BMW Group under the following link:
hitps Jfebox-bmw-rollout. mdocs .de/

Your personal login details:
Usearname: 00000007
Passwaord: Your password will be provided in a separate e-mail.

PLEASE NOTE: The provided data is valid only for the login for the registration and administration area of the rollout portal.
You will receive two additional e-mails with your User ID and password for the access to the eBox partner archive after the
registration has been completed.

These e-mails will be sent from the following e-mail address: bmwgroup.erollout@mdocs de.

Please ensure the receipt of e-mails sent from this sender address.

For more information, downloads, and contacts, please visit the following link:
hitps Jfebox-bmw-rollout. mdocs defdownloads contacis/?Ing=en

Kind regards,
Your rcDDM eBox Senice Team

rc DO GmbH
Mandatory Disclosure Statements:
hitps:/iw ww .rcddm. ¢ omis ervic efimpressum'

‘ Your password for the BMWY eBox Partner Archive (00000007)
+y  Matthias.Siebert Matthias. Siehert

Matthias. Siebert@rcddm.corm
Matthias. Siebert@rcddm.com,
Bitte Antwort an support-bmw-bp@rcddm.com
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By clicking on the given URL https://ebox-bmw-rollout.mdocs.de you will be linked to the business partner’s
area homepage.

DHGITAL DOCUMENT MANAGEMEN

Agreement for Electronic Transmission of Documents with BMW Group
. e i e e b L S
Effective the 01.01.2015, the electronic exchange of billing documents will be conducted by & new senvica provider. To ensure & smooth transition to

the new provider, pleass note the infermational text provided following your kogin
If you have registered following the 23.08 2017, you are not affected by this change.

Electronic Transmizsion of Documents with BMW Group
In the frames of the "elnwoicing” project the electranically signed inwvoices (outbound invoices, summary sheets, freight invoices) of BMW Group will be

provided to the business pariners of BMW Group by the senvice provider eDDM GmbH.

In this process reDDOM GrubH takes over the PDF documents provided by BEMAW Group, generates an elecironic signature and provides the signed
docurnents together with verification to BMYV Group's business partners in a revision secured archive system.

Additionally the advice of setiernent will also be provided to BMW Group partners by the service provider reDOM GmbH.

Since these provided POF documents do not have o fulfill any fax requirements, the advice of settlement without the slectronic signature will be

available in the revision secured archive system for a3 maximum of 3 months.,

You can choose your language by clicking on the country flag in the upper right corner
b <homi TS TR B S i

It is necessary to log in with personal login credentials in order to be able to register.

Pl logi
This can be done through the respective mask by clicking on the field .

eRollout - BMW Group

Please log in

Username: | |

Password: | |

1 Login Forgotten password?

If the business partner forgets his password, he can ask for a new one by entering his username and email
address under the function Foractien password?
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eRollout - BMW Group

Please enter Partner number and e-mail address in order to obtain new password.

Username: | |

e-mail address: | |

1 Send

Back to login

After successful login, the business partner will be linked to registration’s site.

In the upper part of the registration’s site you can find the explanation of the content for electronic invoice
exchange, steps which need to be taken and at the end the list of the information and confirmation sent to
the business partner after registration has been successfully completed.

DIGITAL DOCUMENT MAKMAGEMEN

Agreement for Electronic Transmission of “'m_eli‘l_!'f with BMW Group

T T e e e B ]

Effective the 01.01.2018, the electronic exchange of billing documents will be conducted by a new =envice provider. To ensure @ smooth transition o
the new provider, pleass note the infosmational text proveded following your bogin.
If you hawve registered following the 23.08 2017, you are not affected by this chanpe.

Electronic Transmission of Documents with BMW Group

In tha frames of the "elnwoicing” project the electronically signed mvoices (outbound invoices, summary sheste, fraight invoices) of BMW Group will b=
prowided to the business parners of BMW Group by the service provider reDDM GmbH.

In this process reDOM GmbH takes ower the POF documents provided by BMW Group, gensrates an elecironic signature and provides the signed
docurments together with werfication to BMW Group's business partners in 3 revision secured archive system.

Additionally the adwice of setilement will slso be provided to BMW Group partners by the service provider reDOM GmbH.

Since these provided POF documents do naf hawve fo fulfill any tax requirements, the advice of settlement without the electronic signature will be
available in the revision secured archive system for 3 masirmum of 2 months.

Flease register to take part in this project by using the following form:
= Fillm all the refevant data which is required of your company
» fpprove the reDDM GmbH's tarms of use by ciizking on the checkbo
"Approval of the reDDM GmbH's terms of use”
» Approve the agresment by clicking on the checkboe “Your agreement”
» Prass the bution "Register”

Afterwards, you will receive three e-mails containing the following important information:
« Confirmation of registration: Authentication of the partcipaton, your regsstration data, your agreement
= Your access dafa for the online archive: User 1D
» Your access data for the onfline archive: Password

Partner master data Contacts Diownloads

To select the required area please choose one of the following tabs: Partner master data, Contacts or
Downloads.

. . Partner master data
You can register by selecting the tab

Contacts . . — .
Under the tab you can find relevant contact data regarding the electronic invoice exchange.

D load . . .
Under the tab B you can find and download all the relevant documents regarding the electronic

invoice exchange.
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1.1.1 Partner master data
In this area, you can find company data, contact data, as well as data of authorized signatory.
Information entered in the invitation sent to the business partner by a customer is automatically transferred to

the registration form. All other information needs to be entered by the business partner taking into
consideration that all fields marked with an asterisk (*) are mandatory.

COMPANY DATA e

The fields marked with * are mandatony!

Partner Mr.: QDDo0D0T [ Refresh company data
Company: * DO

Street: = Josef-Bayer Sir. &

Ap code, City: = 88250 Weingarien

Country- * Germany

YOUR CONTACT DATA

Tle:* | — Please select —
First name: * Matthizs

Last name: * Siebert

e-mail- * Matthias. Sieberti@ reddm.com

Phone: * 4 + (0

AUTHORISED SIGMATORY

Title: = .
First nams: * Matthias

Last name: * Siebert

e-mail- * Matthias. Sieberti@ reddm.com

Phone: * & + (0

In the lower part of the registration form you have to confirm the rcDDM GmbH terms of use as well as the
declaration of agreement regarding the switch to the electronic invoice exchange.

[0 *Approval of the rcDDM GmbH's terms of use:
Herewith the abowe mentioned company approves the terms of use of the rcDOM GmbH. This is important for the use of the free
archiving and automatic validation of the signed documents subject to civil law. The terms of use can be seen in the download area

of hera,

] * Your agreement:
With this agreement, your company (named above) agress that the existing communication between your company and BMW
Group for all credit notes, summary sheets, freight invoices, parts invoice, parts credit note and parts debit note shall be processed
by electronic means with a qualified signature from reD0OM GmbH. On behalf of BMYW Group, the senice provider reDDM GmbH will
changeover all former fax and paper processes to paperless transmission. You undersiand and accept that, subject to cwil law, you
must accept reDOM GmbH's terms of use for the abowve mentioned servicas.

After all mandatory fields in the partner’'s master data have been filled and the terms of use as well as the
declaration of agreement have been accepted, the registration can be completed by clicking on the field

Reqgister

After successful registration, the business partner receives three automatically generated emails with
following content:
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» Registration confirmation

» Sender: bmwgroup.erollout@mdocs.de
* Receiver: Email of business partner who did the registration

» The log in data to eBox Partner Archive, whereat the password is sent in a separate emalil

» Sender: Email of business partner who did the registration
* Receiver: Email of authorized signatory of respective business partner

‘ Registration confirmation for rcDDM / BMYY Group (00000007)
"' bmwgroup.erollout  An: Matthias Siebert

“an: briwgroup.erollout@mdocs.de
An: Matthias Siebert@rocddm.com,
Bitte Antwort an support-bmw-bp@rcddm.com

Dear Mr. Matthias Siebert,

Thank you for registering for electronic inwoice transmission of BMW Group using the reDDM elnvoicing
Senices

For more information, downloads, and contacts, please visit the following link:

hitps Webox-bmw-rollout mdocs de/downloads contacis/?Ing=en
YOUR DETAILS:

COMPANY DATA

Partner number: 00000007
Company reDDM

Street: Josef-Bayer Str. 5

Zip code, City: 85250 Weingarten
Country: Germany

YOUR CONTACT DATA

Mr. Matthias Siebert
e-mail: Matthias . Siebert@rcddm.com
Phone: 0049 751 4508

AUTHORISED SIGNATORY

Mr. Matthias Siebert
e-mail: Matthias .Sieberi@rcddm.com
Phone: 0049 751 4508

Your agreement:

With this agreement, your company (named above) agrees thatthe existing communication between your
company and BWMW Group for all credit notes, summary sheets, freight invoices, parts inwoice, parts credit note
and parts debit note shall be processed by electronic means with a qualified signature from reDDM GmbH. Cn
behalf of BMW Group, the senice provider rcDDM GmbH will changeover all former faxand paper processes
o paperless transmission. You understand and accept that, subject to civil law, you must acceptrcDDM
GmbH's terms of use for the above mentioned senices.
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‘_ Your registration at the BMYY eBox archive (00000007)
.y  Matthias.Siebert Matthias. Siebert

hatthias. Siebert@rcddm.com
Matthias. Siebert@reddm.com,

Bitte Antwort an support-bmw-bp@rcddm.com

Your registration at the BIWW eBox archive:
First name: Matthias
Lastname: Siebert
e-mail: Matthias .Sieberi@rcddm.com
Username: 00000007 _Siebert
Passwaord: Your password will be provided in a separate mail

Assigned records: credit note
summary sheet
freight invoice
payment advice
invoice for material deliveries
parts invoice
parts credit note
parts debit note
Invoice BMW C5 /AT
Credit Mote BMW CS /AT
Debit Mate BMW CS /AT
payment request
order ivs
luaury tax memo
manual used wvehicle
used vehicle via eric
debit note intfakt
credit note intfakt
exag order via gwm
debit note pcaso
cancelation ivs invoice
cancelation credit note
cancelation debit note
invoice
payment debit
subvention debit

‘_ Your password for the BMYY eBox Partner Archive (00000007)
~¢  Matthias Siebert tatthias. Siebert

hdatthiaz. Sieberti@reddm. com
hdatthiaz. Sieberti@rcddm.com,

Bitte Antwort an support-bmw-bp@rcddm_com

The username for the eBox Partner Archive is composed of BMW Partner Number_last name.

The system generates the password automatically. It consists of 8 characters, and it has to contain at least
one capital letter, one small letter and one number.

After the registration has been completed using the field , the following mask will be
displayed in the portal:
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BMW ONBOARDING PORTAL

DIGITAL DOCUMENT MAMAGEMERN

Agreement for Electronic Transmission nfi]tﬂ:mm:nts with BMW Group
b = Bond ™ 1= F W= | =
CONGRATULATIONS! YOUR REGISTRATION WA S SUCCESSFUL

You will receive an e-mail confirming your registration.

By clicking on business partner will be lead to the administration area.
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B o o e e B

Effective the 01.01.201E, the electronic exchangs of billing documents will be conducted by 3 new =anvice provider. To ensure 8 smooth iransdion to
the new provider, please note the informational text provided following your begin
i you hawe registered following the 23.08 2017, you are not affected by this change.

Welcome to the admin part of the BMW Onboarding Portal

Edit company data

Here you can do the following:
Admin user accgunt

Section _Edit company data’™:

Hers you can have a look st the company data which can be changed by the signatony.
glox yser management

Section .Admin user account™:

il i { notificati The ADMIN-User has the following rights:

1. Wiewing rights on the entire Onboarding Portal

2. Add, change and delete company user and assign access rights.
Dowmloeds & Contact Person

Section _eBox user management™:

The signatory and the ADOMIN-User can add, change and delete company user and can assign access
Change password n-

ghts.

Section .e-mail accounts and notifications™:
Here the authorized signatory or ADMIN will be asked o define an e-rmail account for the different

S Logout inwoicing paries/processes, who will receire the notifications about new documents en the eBoxe-Partner
archive. For this purpose a distribution list of the responsible department is recommended.

Section _Downloads & Contact Person™:
Here you can find all relevant information and contacts regarding the switch to elecironic immice
exchange.

Section .Change password":
Here the signatory can change the password for accessing the sdmin part
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1.1.2 Contacts

Under this tab, you can see all the important contact data for the switch to the electronic invoice exchange.

DDM

DHGITAL DOCUMENT M#

Agreement for Electronic Transmission of Documents with BMW Group

ErEm Lo

| Downloads | Contacts

Here you can find a list of 2l nacessary and available contact perzans,

(a)
For questions conceming the transmission path as well as organizational processes - pleass contact BMW Group directly:
E-Mail: BMWW-elnvoice@bmwgroup.com
Mo-Fr: 02:30 - 11:00 Uhr und Di-Do: 13:00 - 16:00 Uhr
Phone: +40 ()20 / 381-40748 w

B J U & EEES|Sste = Paragraph -
= i | | b B J e
— 2 [&| % x |§2
[l Home

1.1.3 Downloads

Under this tab, you can see all the important documents for the switch to the electronic invoice exchange.

Dowmloads Contacts

| MANUAL FOR THE BMW GROUP OHBOARDING PORTAL
FPor

-/\_ In this manual structure and functions of the BMW Group anboarding podtal are outlined and thair tasks are clanfied F
4
A
. GENERAL TERMS AND CONDITIONS
ﬁ_{ This document contains the valid general lerms and conditions for consulting and sendices R
Ll
"ror MANDATE EINVOICINGACOMPLIANCE
f Thas documents comaing ol relevant méormation regardeng the provision and receipl af E-aVDICING Senices P -i:
.

ror I

A collection of frequently ssked quastions and thew answers, concemeng the electronic transmission of imvoice relevant FORE ]
recaipts, can be found in the attached FAQ document

i

g

DNLINE ARCHIVE MANUAL

B
el

/A-, Should you heve quastions conceming the usage of the online archive, please download the Online Aschive Manual hers
1
= Ao
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1.2 Administration area
The administration area can be reached via the same URL as the registration portal:

https://ebox-bmw-rollout.mdocs.de

In administration area, you can edit your company and contact data, manage company access data for eBox
partner archive and change the password for logging in into administration area. Additionally, you can view
documents and contact data relevant to electronic invoice exchange. Only authorized signatory can add an
additional administrator who can manage users for eBox Partner Archive.
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1.2.1 Edit company data

Here company data can be displayed and edited by the authorized signatory.

DIGITAL DOCUMENT MANAGEMEN

Agreement for Electronic Transmission of D"nt:nm_e_l!!__s with BMW Group

Effective the 01.01.2015, the electronic exchange of billing documents will be conduct=d by 3 new service provider. To ensure 8 smooth transition to
the new provider, pleass note the informational text prowaded following your login.
IF you hawe registered following the 23.02 2017, you are not affected by this chanpe.

COMPAMNY DATA

The ficlds marked with * ar2 mandaiony!

Partner Nr.: DDDDO0OT

Company: *

Gifeat =

7ip code. City: ® .
Couniny: * E?EI‘I‘I’-EF!}:
YOUR CONTACT DATA

Tite: * [Me |
First nams=: * g_f.1aﬂ'ﬂ;'35 |
Lazt name: * Slgb-El't

-y [Wathia= Sweber@roddm com ]
Phone: * & +[2|m[7sn |-[#508_

AUTHORISED SIGHNATORY

Title: = [Wtr- I+
First namea: * ':13*?1\35- 5
Lastrame: = [Sibert

£-mai * Erdatmgs.iiet*&':@[mim.mrr

Phone: * § +[#8 ({751 |-[4806

Version 4.0
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1.2.2 Admin User Account

This function enables the authorized signatory to add one additional administrator. The additional
administrator is allowed to see the whole admin area and manage the users for the eBox Partner Archive.

eRollout - BMW Group

Admin user BCcount

The data was saved.

Firat name:*  [Matthlaz |

Last nama: * |Sle|:-ert |

e-mall: * [Matthlas. Sleber@roddm.com |
Usarnams: 10000307 _admin
Pasaword: 3 | |
Please remamb=ar the password? ‘:
Ganarate parswond
I Send Close

1.2.3 eBox user management

This area provides the possibility to manage the access to eBox partner archive.
Already existing accesses can be changed, unlocked or deleted and new ones can be created.

~DDM

DIGITAL DOCUMENT MAMAGEMEN

User management for the eBox archive

T

Effective the 01.01.2015. the slectronic exchange of billing decuments will be conducted by 2 new senvice provider, Te ensure 3 smooth fransition fo the
r=w provider, please note the informational texdt provided following your login.
If you have registered following the 23.08.2017, you are not affected by this change.

Add newiuser | Ho

3

Username Mame
00000007 _adrnin Matthias Sicbert Changs Unkack Oeletz
00000007 _Siebert Matthias Siebert Change Unfiack Oelete
Add new user | Home
Change

Using the option you can modify first and last name as well as the e-mail address of an existing

eBox User. Allocating a new password to access eBox partner archive is possible as well.
Please note that the new password will not be communicated to the affected eBox user via e-mail.
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rCDDM

DIGITAL DOCUMENT MAMNAGEMEN

User management for the eBox archive

Effective the 01.01.2018, the electronic exchange of billing documents will be conducted by a new senvice provider. To ensure 3 smooth fransition o the
newi provider, please note the informational text provided fiollowing your login.
If you hawe registered following the 23082017, you are not affected by this change.

Back o the list | Home

UPDATE USER
The fiekds marked with * are mandstory!

First narme: = HEENE-E ]
Last name: * ;lﬁlehen ]
E-ﬂ'ﬁ‘ll:‘ | Bt e AR —
isemarna: DOD0O007_Siebert
Password: i L Fizase remember the passward!
Assigned records: § B Assign all document types E‘\m
* BNV AG

+ BMW [bérica, 5.4 Spain
+. BMW Group C5 F AT
+ BMW Belgium 5.A

[ Upcsieuser [ Urook I Dts |

Back tothe list | Home

Here it is also possible to display and modify the document types assigned to eBox users.

PLEASE NOTE: An existing eBox user can only access documents which are assigned to him.

This is also relevant in the context of Master number assignments.
In case a partner number is assigned to a Master number, the eBox users of the Master number can be

enabled to access also the document archived for the allocated partner. Prerequisite is the assignment of
respective document types:

Version 4.0
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UPDATE LISER

The Bebdy maiked with * as mandalon|

Firsl nama: *

Los pam *

rad T
Lisginama;
Passmord §
Astagred reoords i

CapITEID &

Using the option

]
Alhrehl

patrick aBeochifisrossgale com

2204111 1_Alboechi

] Assign sl doosmant hpes

- BMW AG
o Sl B iroviben { CaednDheba)
of Faymenl Adace Moses
1 e
= BN ibiica, 5.4, Spain
k! ievvoice:
= BN Group C3FAT
= BN Beigium 5 A
= BMW AG
7 Self Bbaed Invoica (CiacADebE)
7 Parymend Advice: Mobes
BRAY ibnca, 5 A Spen
[l ievvoicn
« BN Grooh T8 TAT
= ENY Beigem S8

m Flamie rempeies thi padawod

Gararats passywend

you can reactivate users whose access to the eBox partner archive has been
disabled. This can happen after wrong login credentials have been entered multiple times.
After the access has been unlocked the system displays the following message:

]\Aéssage from webpag; nl

u User unlocked.

\
&

The existing password remains unchanged.

Delete

To permanently delete access to eBox Partner Archive of an existing user the option can be used.

Before deletion of the user the system reassures that the chosen action is really wanted.

"
e f'

Using the option

Add new user

Do you really want to delete this user?

OK ] [ Cancel

you can add additional users for eBox partner archive.

Version 4.0
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The new user will receive the access data for eBox Partner archive via email.
Also here it is crucial to assign all relevant document types to the new user:

ADD NEW USER

The fields marked with * are mandatory!

First name: * |David

Last name: * :_1-_I_§_rn_‘_| ann

e-mail: * David Hermann@sap.com

Username: * [22041111_Hermann

Pagsword: * i

Assigned records: 4 []Assign all document types
- BMW AG

] Self Billed Invoice {Credit/Debit)
] Payment Advice Notes

W] Invoice

BMW Ibérica, 5.A. Spain
EMW Group CS /AT
BMW Belgium S.A.

BMW AG

+ o+ o+

/] Seif Billed Invoice {Credit/Debit)
] Payment Advice Notes

04117810 & ] Invoice

BMW Ibérica, S.A. Spain
BMW Group C5/ AT
BMW Belgium S.A.

+

+ o+

1.2.4 Email accounts and notifications

f Please remember the password!

Generate password

In this section authorized signatory as well as the administrator have the possibility to enter up to five people
who will receive email notifications for various invoicing parties / processes.

AL DOCUMENT MANAGEMEN

e-mail accounts and notifications

Effective the 01.01.2013, the sl=ctronic exxchange of billing documents will be conducted by a new senvice provider. To ensere 3 smoath fransition fo the
new provider, please note the infarmational text provided following your login.
If you hawve registered following the 23.05.2017. you are not affected by this change.

e-mail account per invoicing party/process

Herz we ask you (authorized signstorg/&0MIN) to enter up to five e-mail accounts for the different invoicing paries/processes who will receive the
natifications about new documents on the eBox partner archive. For this purpose 5 distribution list of the responsible depariment is recommended.

BMW AG
[] Seff Billad invoice (Credit/Debit)
[ i |

BMWV [bérica, S5.A. Spain
[ Invoice

BMWW Group C5 /AT
1 Invoic=

BMYV Belgium 5.4,

]

Version 4.0
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1.2.5 Downloads & Contacts

Here you can find all relevant information and contacts regarding the switch to electronic invoice exchange
which are also displayed at the registration via the tabs “Contacts” and “Downloads” (see section 1.1.2
Contacts and 1.1.3 Downloads)

DM

DIGITAL DOCUMENT MANAGEMEN

Agreement for Electronic Transmission of D"unm'len!_s with BMW Group

Erair e

| Downloads | Contacts

Here you can find a list of all necezsary and available contact persons,

-~
For guestions concerming the fransmission path as well as organizational processes - plesse contact BMVWY Group directly:
E-Mail: BMW-clnvoice@bmwgroup.com
Mo-Fr- 03:30 - 11:00 Uhr und Di-Do: 13:00 - 16:00 Uhr
Phone: +40 (0730 / 331-46748 W

B J O &|ESEE|Ste - Paregraph |~
2= || | L& JBm
— G | % = 0
Sawe
[}l Home

Enclosed you will find all relevant information and dowmloads regarding the elnvoicing. For further questions please reler 1o the contacts
listed below.

Downloads Contacts

m_ﬁ MaNuAl FOR THE BV GROUP ONROARDING PORTAL
/15( In this manual straciure and functons of the BMW Group onboarding portal ase cuthned and ther tasks are clanBed
Ll

["Por § GENERAL TERMS AND CONDITIONS
-
1

,ﬂ\“ This document contaens the valid genedal terms and conditions fod consultng and senices

I PO MAHDATE EINVOICINGACOMPLIARLE
/\‘“ This decuments comlains all relevant information regarding the provision and receipt of a<imoicing senaces
didobe

PO EAQ

A coflection of frequently asked questions and their answers, conceming the electronic transmizsion of evosce relevant receipts, can be
faund in the attached FAQ documen

ddabi
EITl.  ONUINE ARCHIVE MANUAL
/\_1 Should you have questions concormng the wsags of the enhne archive, pleasa downlaad the Onling Arches Manual hare
Acha
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1.2.6 Change Password

Here you can change the password for administration area.

eRollout - BMW Group

Change password

Current password: |

New password: |

Repeat new password: |

1 Send

After the password has been changed successfully the system will show the following message:

eRollout - BMW Group

Change password

Your password was changed.
Close

There is no email confirmation.

Version 4.0
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