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1 General  
 
DigiTi, stands for "Digital Timesheet", in German, digital wage hour recording. 
The tool is intended to facilitate the billing process for BASF and contractors.  
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The digital performance records replace the previously existing paper form. 
 
The introduction of DigiTi affects all companies / trades that have used the previous paper 
form "Services according to time spent" of BASF SE for the accounting of wage hours. 

 
 

Only daily performance records are covered with DigiTi. Weekly or monthly submissions are 
not possible. 
 

 
 
The performance records are only used for billing services that cannot be remunerated on 
the basis of service items, supplements, free texts or individual calculations. It must be com-
pleted in full every working day and have it recognised promptly. 
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2 Technical requirements for (mobile) use 
 
DigiTi is a web-based application and works from any device if: 
 

• An internet connection is available and 
• The credentials for access are known. 

 
Do not use DigiTi in two different browsers from one PC at the same time, this can lead to 
problems. 
 
All major browsers (Edge, Chrome, Firefox) are supported. 
 
 
2.1 Registration 
 
On the home page (https://digiti.basf.com), registration must be made before logging in for 
the first time: 

 
 
Fill in the fields and confirm your entry with "Register". 
Important:  
Please use your company e-mail address for registration  and not an  
address ending in  "@external-basf.com" or "@partners.basf.com". 

https://digiti.basf.com/
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If the BASF contact has approved the registration, a registration link will be sent to the 
contractor e-mail address provided. A password must be assigned in order for the registration 
to be completed. 
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Registration link is valid for 28 days. 
Please check if necessary. Your SPAM filter to accept emails from external-profile-manage-
ment@basf.com . 
 
After assigning a password, a final e-mail will be sent. 
 
If you haven't received an email for a new password, it's because you already have a 3IAM 
account and password (e.g. for other applications or through SecSys). 

 

mailto:external-profile-management@basf.com
mailto:external-profile-management@basf.com


 

DigiTi Handbook for 
Contractors External 

 

Revision: 1.7  Status: 19.04.23 File: DigiTi Handbuch Kontraktoren_EN.docx Side: 8 from 59 
 
 

 
DigiTi can now be used with this access. 
Log in as a contractor employee under the start page: 

 
 

 
Further information such as FAQ's can also be found on the page. 

 
Help and further information in this chapter.  
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3 Basics of operation for contractors 
  
3.1 Open the application as a contractor 
 
Home in DigiTi 
 
View of the currently assigned, uncompleted performance records. 
 

 
 
4 Overview of Certificates of Achievement 
 
Selection fields to view the performance records depending on the status. 
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The selected view is highlighted in blue. 
 

Info text appears before selecting the desired view. 
 
Under "My tasks" you will find all currently assigned, 
uncompleted performance records. 
Under "Open" are all uncompleted performance re-
cords. 
Under "All" are all existing performance records. 
 
4.1 Filter options 
 
There are several filter options to sort the performance records. 

 
Under Filter Options, several filters can be activated by pressing the "Search" button and de-
leted by clicking "Reset". 
When searching for order call-off, measurement number and construction / execution loca-
tion, you can search with * as a placeholder. 
Tip: if a performance record is not found, make sure that  
no filter is set active. 
It could also be that you have set filters, but e.g. do not see this appearance in the "My tasks" 
view, but perhaps in the "All" view. 
 
You can actively save your own search profiles. Enter the desired search criteria and click on 
"Save search profile". 
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4.2 Setting columns manually 
 
The columns of the overview table can  be customized via Custom. 

 
 
Select or deselect columns and save entries. 
 

 
 
 
The headings of the table of performance records can be sorted. 

 
Active filter is highlighted in blue. 
 
 
4.3 Merge and download transcripts of records (PDF) 
 
With "Execute Action" several selected performance records (in the status Released), sum-
marized in a PDF or a ZIP file (PDF & CSV) can be downloaded. 
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Summarizing PDFs works for all performance records that have been released since 
24.02.2023. 
 
If multiple records are attached in a PDF for billing in Avisor, make sure that all DigiTi ID 
numbers in Avisor are listed for the measurement. 
 

 
 
Or written in one line in a row. 
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4.4 Create Reports 
 
Under the tab "Records" there is now the possibility to display "Reports". 

 
Here you can configure and save your report. 
 
Under "Configure filter options", select which performance records or which data are to be 
used for the report (e.g. filters for a certain period of time, certain types of pay-hours). 
 
Under "Configure grouping/summation", select according to which key figures the hours are 
to be summed. These are also the columns in the report. 

 
 
You can use the Save Report button to save the selected filters and groupings. 
 
5 Maintain/edit contractor profile 
 
The contractor must enter his employees before the performance records are created. 
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5.1 Insert company logo 
 
Search for and open the company logo file under "Upload logo". 

   
 
View the transcript of records with and without logo: 

 
 
5.2 Order call-offs 
 
The list of order call-offs is updated nightly. If an order call-off has been newly created in Avi-
sor and is not yet visible in DigiTi, you can reload the list of all order call-offs for your com-
pany here. Please note that this process may take a few minutes. 
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5.3 Workforce 
Please maintain your employees here, which you would like to create later in the perfor-
mance record. These workers have no rights to edit anything in the DigiTi. This can only be 
done by the contractor officer. 
 Please note that only active employees can be selected for new performance records. 

 
Employees can be added under "New Employee" 
The first name, last name and BASF  
ID number are required here.   
Important: Enter the identical ID number as in Avisor. 
 By "Save",  the  
employee is added to the list of workers and is "Ac-
tive".  
 
If the worker is only employed temporarily, you can edit the "Active" status by selecting the  
pen and unchecking the box. This means that the worker can no longer be selected for per-
formance assessments. 
The worker can  be unloaded via the bucket.  Be careful, when the bucket is selected, the 
worker is deleted directly. 
 
For the initial care of your workforce, we recommend two options: 
 
1) Via "Avisor Export" you can download an export of all employees from Avisor. Please note 
that this export includes all employees, including employees who may no longer be needed. 
You can clean up this list and  upload it to DigiTi. 
 
You can also maintain all your employees in Excel and upload them to  

 DigiTi using the button. To do this, please fill out the Excel template in Di-
giTi. 

 
5.4 Teams 
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Groups of workers can be created under "Teams". These can be inserted more quickly in the 
transcript of records. 

 
 
To create a new team: 

 
Enter the team name, select the worker and add it to the team via the  field on the right. 
Add  all workers from the left panel to the team. 

 Remove a selected team member from the team. 
 remove all team members. 

At the end of the creation "Save". 
 
  The pen can be used to edit an existing team. This  copies the team and creates itself 
at the bottom of the list under Teams. The  bucket is  
used to extinguish  the team. Be careful, when the bucket is selected, the team is deleted di-
rectly. 
 
Example when creating the performance record: Quickly enter several workers in the perfor-
mance record. 
 

        
 
Use the "Add team" button to select the desired team. By dialing in, the workers who are 
stored in this team are created in the performance record. 
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5.5 Add additional e-mail recipients 
 
If the status of the submitted transcript of records changes, only the "submitter" will be infor-
med by e-mail. If other employees are to receive this information, they can be entered under 
"Additional e-mail addresses". Multiple addresses are separated by a semicolon ;  . 

 
 
The additional recipients will receive a copy of the e-mails (cc) 

 
 
 
5.6 Role of active users 
 
Here you can see all registered users of the company and what role or permissions the user 
has. 
 

 
 
Each newly registered user automatically receives the role "Contractor Key Admin". He can 
only be assigned another role by a user with the role "Contractor Key Admin". 
 
Roles at a glance: 



 

DigiTi Handbook for 
Contractors External 

 

Revision: 1.7  Status: 19.04.23 File: DigiTi Handbuch Kontraktoren_EN.docx Side: 18 from 59 
 
 

 
 

5.7 Subcontractor employees 
 
Subcontractors can be created for the company if the subcontractor has registered. The e-
mail of the subcontractor can be entered here. 

 
 
The subcontractors only see the performance records that the subcontractor has created 
himself. 
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6 Create a new transcript of records 
 
On the home page, there are two ways to create a new transcript of records. 

 
Either a new performance record can be created here or via the menu item  " 
Performance records" at the top of the view. 

 
Below that, there are more views under "Overview of performance records" 

 
 
 
6.1 General 
 
All fields that must be filled in, i.e. mandatory fields, are marked with an asterisk *. 
An error message appears if a mandatory field has been forgotten. 

 
An automatic save function (every 10 seconds) can be activated. 
Text fields with a  have an info text about this field. The magnifying glass  can be used to 
search. 
 
 
 
6.2 Header 
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Contractor Your own company is predetermined 
Order retrieval Must be entered for release. The   

order call-off number can be searched for in the notification. 
Measurement number Sequential number automatically generated by Avisor. It can 

be entered manually. 
Execution date  
(mandatory) 

Date of performance of the service 

Construction and place of 
execution (mandatory) 

Can be entered manually or is used by order retrieval. 

Operating range Additions to the place of execution of the work to be perfor-
med  
: e.g. in building B108 on the 1st floor at container B100. 

Technical place Generated from the order call-off. Is analogous to SAP. 
Short: Short title, what it's all about. It could also be inserted from or-

der call-off. 
Division Is a business area. For example, BASF's organizational code 

for Site Management Ludwigshafen is ES. 
BASF employees on site  Depending on the trade or signature process, he should sign 

the proof of achievement. He confirms that the order has 
been executed or the presence of the contractor.  
Important: only register BASF employees on site if this has 
been agreed with the BASF representative, otherwise the  
signature process may change! 

BASF representative, so-
metimes also called as-
sembly coordinator (MK) 
(mandatory) 

Is named in the order call-off or must be selected manually or 
via . Depending on the selection of the trade, he must re-
lease the proof of performance. He can also be identical to 
the employee on site. 

Large-scale project (LCP) Selection of whether the recording of wage hours is an acti-
vity within the framework of a  
LargeCapitalProject. 

 
 
 
 
6.2.1 Order retrieval 
The  order call-off number can be searched for in the notification.  
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The more numbers of the order call-off are known, the smaller the selection. 

 
Order call-offs are synchronized nightly. You could load them manually under the "Contractor 
Profile" tab. This process may take a few minutes. 

 
Texts with a gray background were retrieved and inserted from the order call-off from Avisor. 

 
 
The order call-off number must be stored at the latest before release.  Otherwise, the 
proof of performance cannot be approved by the BASF representative. 
The BASF employee has the option of entering the order call-off number in the submitted 
proof of performance. This is only possible in the Order call-off field.  
 
If the employee on site approves the release of the slip without an order call-off number, the 
DigiTi-ID slip number is automatically created in the field of the order call-off. 
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6.2.2 BASF employees on site 
On-site staff can  be selected via. 
The more you enter in the search, the fewer people are displayed for selection. 
 
1) If contact has already been selected once, it can be selected again and entered via "Apply 
contact". 
2) Enter known data 
3) Press "Search". 
4) Select the right user. 
5) Use "Selection" to insert the person. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Detailed view with e-mail and telephone numbers possible at . 

 
 
By selecting an employee on site, the "workflow" under signatures also changes. Please dis-
cuss the signature process with your BASF representative in advance. 
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The definition can be found under the info text. 

 

 
 
One and the same person could be entered in the fields "BASF employee on site" and "BASF 
representative". 
 
6.2.3 BASF Representative 
BASF representative can  be selected via. 
The more you enter in the search, the fewer people are displayed for selection. 
 
1) If contact has already been selected once, it can be selected again and entered via "Apply 
contact". 
2) Enter known data 
3) Press "Search". 
4) Select the right user. 
5) Use "Selection" to insert the person. 
 
 
 
 
 
 
 
 
 
 
 
Detailed view with e-mail and telephone numbers possible at . 
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BASF representative is named in the order call-off. 
The definition can be found under the info text. 

 

 
If the BASF representative is absent and a representative has activated, you can see this by 
the icon  . 

 
One and the same person could be entered in the fields "BASF employee on site" and "BASF 
representative". 
 
6.3 Trade-specific inputs 
 
This view may vary depending on the selection of the trade. 

 
All mandatory fields are marked with an asterisk *. 
 
Service description (manda-
tory) 

Brief description of the service provided so that the BASF 
representative can approve accordingly. You have 4000 
characters at your disposal. You also have the option to at-
tach attachments under file attachments. 

 
Via a mobile device (e.g. mobile phone) you could use the "Record text" function. To do this, 
you have to type into the input field, then hold down the microphone on the keyboard and 
speak. At the end, press again in the input field where the text is to be inserted. 
6.3.1 Insulation trade 
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Form for lump sum for faults  
(only for the insulation trade!): 
 
 
In order to save another piece of paper, the lump sum for disruption  
(which is used in the event of operational disruptions) 
 can now be selected  
under "Service items" in the "Wage hour type" field 
 for the insulation trade. 
 
 
 
 
 
 
 
The fault number must be entered under the service description. 

 

 
Work lists, such as the following, do not have to  be stamped or signed by the company 
again. 
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These can be filled out and attached under the attachment in the DigiTi.  
 Please add the DigiTi ID to the file name of the attachments (e.g. 2022_001234-1_meinAn-
hang.xls). 
See chapters: Attachments. 
 
6.3.2 Selection of trades 
 
The trade can be saved as a template for the user at .  Thus, this does 
not always have to be reselected. It can be changed at any time. 
 
Please check that you have selected the correct trade! 

 
 
The following selection has the supposedly same view with fields to be filled in, but in the 
further process sometimes differently required signatures for the release (more under Signa-
ture process (workflow) depending on the selection of the trade in addition): 
Construction 
Insulation 
Elevating work platforms 
Corrosion protection 
PLT 
Heavy-duty assembly 
Other services (to operation) 
Other services (at a specialist office) 
VT 
Carpentry/shoring 

 
 
 
 
 
 
 
 
 
 
 
Currently, a trade can be selected from 15 selection fields. 
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The view corresponds to the paper form of the trades with the respective lines in the perfor-
mance record. 
 
E.g. in the trade "EHS Consultant / Safety Shop": 

 
 
E.g. in the trade "EHS security post": 

 
If surcharge < 4h is selected, it is not possible to select the field for surcharges in gas analy-
sis, and vice versa. 
If Surcharge is described in Gas Analysis, the Surcharge < 4h field cannot be selected. 
 
 
 
E.g. in the "scaffolding" trade: 
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E.g. in the trade "Big Turnarounds VT": 

 
 
E.g. in the "crane operation" trade 

 
 
If the field "Equipment use/provision without personnel" is selected, the field of service items 
is hidden. 
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6.3.3 Signature process (workflow) depending on the selection of the trade 
 
Each trade has an agreed signature process. This is to be discussed with the BASF re-
presentative. 
 
Which signatures are to be made is displayed in the signature field, depending on the selec-
tion in the header data:E.g. trade VT or PCT selected and employee on site has been en-
tered. 

 
 
The following are the processes / "workflows" that are stored in DigiTi:  
 
Trade 1. Signature 2. Signature 
Construction Always BASF Representative  /  
Scaffolding BASF employees are always on site  /  
Heavy-duty assembly BASF employees are always on site  /  
Carpentry/shoring BASF employees are always on site  /  
Elevating work platforms BASF employees are always on site  /  
Crane operation BASF employees are always on site  /  
EHS Consultant / 
Safety Shop 

BASF employees are always on site  /  

EHS Backup Posts BASF employees are always on site  /  
Corrosion protection (a) In case of waiting times: BASF employee 

on site(b) otherwise: BASF representative 
(a) In case of waiting periods: BASF 
representative 

Insulation (a) In the event of waiting periods or if BASF 
employees are registered on site: BASF 
employees on site (b) otherwise: BASF re-
presentative 

(a) In the event of waiting times or if 
BASF employees are registered on 
site: BASF representative 

VT (a) In the event of waiting periods or if BASF 
employees are registered on site: BASF 
employees on site (b) otherwise: BASF re-
presentative 

(a) In the event of waiting times or if 
BASF employees are registered on 
site: BASF representative 

PLT (a) In the event of waiting periods or if BASF 
employees are registered on site: BASF 
employees on site (b) otherwise: BASF re-
presentative 

(a) In the event of waiting times or if 
BASF employees are registered on 
site: BASF representative 



 

DigiTi Handbook for 
Contractors External 

 

Revision: 1.7  Status: 19.04.23 File: DigiTi Handbuch Kontraktoren_EN.docx Side: 30 from 59 
 
 

Big turnarounds VT  (a) If BASF employees are registered on 
site: BASF employees on site(b) otherwise: 
BASF representative 

(a) If BASF employees are regis-
tered on site: BASF representa-
tive(b) otherwise: no 2nd signature 

Other services  
(at a specialist office) 

Always BASF Representative  /  

Other services  
(to company) 

BASF employees are always on site  /  

 
Reminders are automatically sent by the system (Monday – Friday on weekdays) after 24 – 
48 – 72 hours. After 96 hours, the contractor receives information that the approval period, 
the period for countersignature by the BASF employee, has expired. This gives the contractor 
the opportunity to inquire about the status of the processing or to enter another BASF 
employee. 
 
The following reminder functions are stored for specific trades: 
 

Trade Dunning 1st signature (working days 
Mon-Fri) 

Dunning 2. Signature Complaint (back to the 
con) 

Scaffolding Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Heavy-duty as-
sembly 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Carpentry/ 
shoring 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Elevating work 
platforms 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Crane opera-
tion 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

EHS Consul-
tant / Safety 
Shop 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

EHS  
Security Post 

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  
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Corrosion pro-
tection 

Mail 1 after 24 hours to (a) BASF 
employees on site or to (b) BASF re-
presentatives'Mail 2 after 48 hours to (a) 
BASF employees on site or to (b) BASF 
representativesMail 3 after 72 hours to (a) 
BASF representatives or (b) superiors of 
the BASF representative (if available, 
otherwise again to BASF representatives) 

Mail 1 after 24 hours to (a) 
BASF representative'Mail 2 
after 48 hours to (a) BASF 
representative Mail 3 after 
72 hours to (a) supervisor of 
the BASF representative (if 
available, otherwise again 
to BASF representatives) or 
to 

After 96 hours back to 
contractor (60- approval 
time expired)  

Insulation Mail 1 after 24 hours to (a) BASF 
employees on site or to (b) BASF re-
presentativesMail 2 after 48 hours to (a) 
BASF employees on site or to (b) BASF 
representativesMail 3 after 72 hours to (a) 
BASF representatives or to (b) supervisors 
of the BASF representative (if available, 
otherwise again to BASF representatives) 

Mail 1 after 24 hours to (a) 
BASF representative Mail 2 
after 48 hours to (a) BASF 
representative Mail 3 after 
72 hours to (a) supervisor of 
the BASF representative (if 
available, otherwise again 
to BASF representative) or 
to 

After 96 hours back to 
contractor (60- approval 
time expired)  

VT Mail 1 after 24 hours to (a) BASF 
employees on site or to (b) BASF re-
presentativesMail 2 after 48 hours to (a) 
BASF employees on site or to (b) BASF 
representativesMail 3 after 72 hours to (a) 
BASF representatives or to (b) supervisors 
of the BASF representative (if available, 
otherwise again to BASF representatives) 

Mail 1 after 24 hours to 
BASF representativesMail 2 
after 48 hours to BASF re-
presentativesMail 3 after 72 
hours to supervisors of the 
BASF representative (if 
available, otherwise again 
to BASF representatives) 

After 96 hours back to 
contractor (60- approval 
time expired)  

PLT Mail 1 after 24 hours to (a) BASF 
employees on site or to (b) BASF re-
presentativesMail 2 after 48 hours to (a) 
BASF employees on site or to (b) BASF 
representativesMail 3 after 72 hours to (a) 
BASF representatives or to (b) supervisors 
of the BASF representative (if available, 
otherwise again to BASF representatives) 

Mail 1 after 24 hours to 
BASF representativesMail 2 
after 48 hours to BASF re-
presentativesMail 3 after 72 
hours to supervisors of the 
BASF representative (if 
available, otherwise again 
to BASF representatives) 

After 96 hours back to 
contractor (60- approval 
time expired)  

Big turnarounds 
VT  

Mail 1 after 24 hours to (a) BASF 
employees on site or to (b) BASF re-
presentativesMail 2 after 48 hours to (a) 
BASF employees on site or to (b) BASF 
representativesMail 3 after 72 hours to (a) 
BASF representatives or to (b) supervisors 
of the BASF representative (if available, 
otherwise again to BASF representatives) 

Mail 1 after 24 hours to 
BASF representativesMail 2 
after 48 hours to BASF re-
presentativesMail 3 after 72 
hours to supervisors of the 
BASF representative (if 
available, otherwise again 
to BASF representatives) 

After 96 hours back to 
contractor (60- approval 
time expired)  

Construction Mail 1 after 24 hours to BASF representa-
tivesMail 2 after 48 hours to BASF re-
presentativesMail 3 after 72 hours to su-
pervisors of the BASF representative (if 
available, otherwise again to BASF re-
presentatives) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Other  
services  
(at a specialist 
office)  

Mail 1 after 24 hours to BASF representa-
tivesMail 2 after 48 hours to BASF re-
presentativesMail 3 after 72 hours to su-
pervisors of the BASF representative (if 
available, otherwise again to BASF re-
presentatives) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  

Other  
services  
(to company)  

Mail 1 after 24 hours to BASF employees 
on siteMail 2 after 48 hours to BASF 
employees on siteMail 3 after 72 hours to 
representatives (if available, otherwise 
again to BASF employees on site) 

 
After 96 hours back to 
contractor (60- approval 
time expired)  
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6.3.3.1 Signature process for the trade "Construction" and "Other services (at a speci-

alist office)" 
 

 
Koncontractor creates digital proof of performance on a  PC or on a mobile device. 
 
BASF representative confirms that the order has been executed or the presence of the 
contractor, on a mobile device by signature or from his e-mail. 
6.3.3.2 Signature process for the trades: "EHS consultant / safety shop, EHS safety 

post, scaffolding, crane use, carpentry/shoring, aerial work platforms, heavy 
assembly and other services (to operation)" 

  
Koncontractor creates digital proof of performance on a  PC or on a mobile device. 
 
BASF employee on site confirms that the order has been executed or the presence of the 
contractor, on a mobile device by signature or from his e-mail. 
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Signature on mobile device: 

 
 
The BASF employee on site receives two reminders or his representative also receives a re-
minder within 72 hours. After 96 hours after submission, the certificate will be returned to the 
contractor with the status "Approval time expired". The contractor can now select another 
employee on site. In this regard, please consult with the company to see who can confirm the 
proof of performance. 
 
6.3.3.3 Signature process for the trade "insulation, PCT and VT" 

 
Koncontractor creates digital proof of performance on a  PC or on a mobile device. 
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Option 1)  
BASF employees of the holding, which on site can be selected or must be entered in the 
case of a waiting period for operational reasons (see chapter: BASF employees on site). He 
confirms that the order has been executed or the presence of the contractor, on a mobile de-
vice by signature or from his e-mail. 

 
Signature on mobile device: 

 
 
Option 2)   
BASF representative must check and approve the proof of performance or reject / reject it 
with justification. 
 
The BASF employee on site or the BASF representative will receive two reminders or his re-
presentative will also receive a reminder within 72 hours. After 96 hours after submission, the 
certificate will be returned to the contractor with the status "Approval time expired".  
The contractor can now select another employee on site. In this regard, please consult with 
the company to see who can confirm the proof of performance. 
 
Work lists, such as the following, do not have to be stamped or signed by the company again. 
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These can be filled out and attached under the attachment in the DigiTi.  
 Please add the DigiTi ID to the file name of the attachments (e.g. 2022_001234-1_meinAn-
hang.xls). 
See chapters: Attachments. 
 
6.3.3.4 Signature process for the "corrosion protection" trade 

 
Koncontractor creates digital proof of performance on a  PC or on a mobile device. 
 
Option 1): 
In the event of a waiting time / malfunction in operation, BASF employees of the holding, 
which on site (see chapter: BASF employees on site) or can be selected. He confirms that 
the order has been executed or the presence of the contractor, on a mobile device by signa-
ture or from his e-mail. 
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Signature on mobile device:  

 
 
BASF representative must check and approve the proof of performance or reject / reject it 
with justification. 
 
Option 2): 
Koncontractor creates digital proof of performance on a  PC or on a mobile device. 
 
BASF representative must directly check and approve the proof of performance or reject / 
reject it with justification. 
 
The BASF employee on site or the BASF representative will receive two reminders or his re-
presentative will also receive a reminder within 72 hours. After 96 hours after submission, the 
certificate will be returned to the contractor with the status "Approval time expired".  
The contractor can now select another employee on site. In this regard, please consult with 
the company to see who can confirm the proof of performance. 
 
 
6.4 Power Items 
 
In the case of performance positions, the workforce is associated with the hours, etc. en-
tered. 
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6.4.1 Manpower 
 
The "Worker" field must be  completed in order for the transcript of records to be submitted. 
 
Creates  a field under Worker in which the individual worker can be selected. 

 
Worker can be found more quickly  by typing in the search field. 
The names in the list are sorted alphabetically by first name. 
 
 
 
 
 

Teams that have already been created can be viewed under  
can be selected. See chapters: Teams. 
 
 
6.4.2 Hourly wage type 
 
The types of wage hours differ depending on the trade. Please select the appropriate wage 
hour type. The wage hour type must be selected so that the hourly booking is displayed cor-
rectly. 
The StLV / Item Key field is also linked to the wage hour type. Depending on the order call-off 
and the selected wage hour type, the StLV or the item key is used automatically. 

 
The surcharge periods must also be selected under wage hour type. 
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6.4.3 StLV / Position key 
The purchase order retrieval is linked to the wage hour type and also to the StLV / Item Key 
field. Depending on the order call-off and the selected wage hour type, the StLV or the item 
key is automatically inserted or at least preselected. 
 
If there is no link to the order call, a manual selection must be made. 
The item key can be seen from the standard bill of quantities (StLV). 
This  must first be used to select a StLV and then a position key. The magnifying glass only 
appears if a number is stored in the Order retrieval field. The StLV and position key are rela-
ted to this. 
 

 
 
 
6.4.4 Start and end 
 
The times must be entered for correct billing. These can be selected manually or via  . 
With  can be set the selected time by 15 minutes forward or backward. 
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6.4.5 Break time 
 
Break time must be entered for correct billing. 
Legal regulations must be observed. The value of the break time must be entered as a deci-
mal number - machine hours. For example, 0.25 hours = 15 minutes, and so on. 

 
For breaks greater than 1 hour, please enter manually. 
 
 
6.4.6 Deduction of the waiting period 
 
The waiting time is automatically deducted depending on the selection of the trade*. The un-
remunerated waiting time (based on the trade-specific agreements) is only    automatically 
displayed and deducted when saving or signing. Before that, a line with waiting times must 
first be selected under Wage hour type. 
 
*For the trades "Other services at the company" and "Other services at the specialist office", 
the deduction of the waiting period must be entered by the user. 

 
 
 
6.4.7 Hours for billing 
 
Create automatically, depending on how the fields were filled in before. 
The  whole line is deleted. The  line is  copied to if another line is  available  
under . 
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6.4.8 Surcharge times (work on Saturdays or Sundays and public holidays) 
Important! 
 Only wage hours can be transferred to Avisor via the CSV import.   
The surcharge times are to be  entered manually in Avisor. 
 
Select the desired type of surcharge under "Wage hour type" and enter hours. 
 
In the case of the surcharge time for night work, there is an automatic validation as to whe-
ther the time entered is between 10:00 p.m. and 6:00 a.m. 
 

 
Save/submit proof of achievement. 
 
There are only wage hours in the CSV files (CSV: Comma separated value = > file type that 
is automatically sent to the contractor by e-mail and can be imported into Avisor). 

 
In the PDF file, everything can be seen on the transcript of records. 
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The surcharge times are to be  entered manually in Avisor! 
 
6.5 Attachments 
 
Press Upload Attachment. 

 
Please add the DigiTi ID to the file name of the attachments (e.g. 2022_001234-1_meinAn-
hang.xls). 
 
Select File. 

      
Note: 
 Attachment must be a Word, Excel, Power Point, PDF or image file and must not exceed 10 
MB! 
 
File is attached, can be opened or removed via  . Or other files can be attached. 
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6.6 Signatures 
 
How many signatures are to be made is displayed in the signature field, depending on the se-
lection in the header data  
: e.g. insulation trade, VT or PCT has been selected and employees have been entered on 
site. 

 
 
See chapters: Signature process (workflow) depending on the selection of the trade 
 
6.6.1 Contractor Signature 
 
Contractor confirms his entries on the proof of performance by pressing the "Sign" field. 

  
Signature has been inserted. Fields of the transcript of records can no longer be edited. 

  
 
Now there are three options: 
Revoke signature: Fields of the transcript of records can be edited again. 
Save: Proof of performance remains in the "Draft" status with the contractor. 
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Submit: Proof of achievement is sent to the next approver according to the workflow. 
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7 Submit proof of achievement 
 
Send proof of achievement via "Submit" to the next approver in the workflow. 

 
 
Proof of achievement successfully submitted 
 

  
 
View in the performance record if the BASF employee is to sign on site: 
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7.1 Revoke proof of achievement 
 
The proof of performance could be processed again by the contractor until the certificate is 
released. For this purpose, the proof of performance must  be revoked via the but-
ton. As a result, the proof of performance can be corrected by the contractor. The signature 
process will begin again when the proof has been resubmitted. 
 

 
 

 
 
A reason must be given. 
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If the proof of performance is revoked by BASF after approval, the submitter will receive the 
following information e-mail: 

 
The BASF employee could now insert, reject or reject a comment. The contractor could also 
revoke this proof of performance now so that he can process the certificate. 
 
7.2 Proof of Achievement Number 
 
The proof of achievement number is only generated once  it has been saved or submitted. 

 
8 Edit / correct proof of achievement 
 
In the "Draft" status, the transcript of records can always be edited: 
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Proof of achievement can be signed in the "Draft" status. For a new processing, the "signa-
ture withdrawn" must be revoked. 

 
 
If the proof of performance has been submitted, it could be processed again by the contractor 
until the certificate is released via "Revoked". See chapter Revoke proof of achievement 
 
8.1 Different statuses of the transcript of records 
 
Explanation of the different statuses in the transcript of records: 
 
No. Status Meaning 
10 Draft New transcript of records has been opened and saved. You can 

use it to create some templates and leave them in the draft. If 
necessary, duplicate and change the bill by copying. 

20 Submitted Proof of performance was forwarded by the contractor to the 
next approver. 

21 Corrected Proof of performance has been improved by the contractor after 
it has been submitted and either  
• has been revoked and submitted by the contractor, or  
• has been rejected by BASF or  
• the authorisation period had expired. 

30 1. Signature is 
made 

Proof of achievement was signed by the first approver. The se-
cond signature is still pending approval. 

40 Released The proof of performance has been signed by all approvers and 
is therefore released and can be offset. 

45 Recorded in 
Avisor 

The proof of performance was recorded in Avisor. This status 
can only be achieved if a valid order retrieval and StLV / item 
key have been selected on the proof in DigiTi. The interface 
between Avisor and DigiTi is updated hourly. 

50 Settled in Avisor The proof of performance was settled in Avisor. The interface 
between Avisor and DigiTi is updated hourly. 

60 Approval period 
expired 

The approval period of 96 hours after submission is over. The 
approver can still edit the bill. After consultation, the contractor 
can register someone else as a BASF representative or BASF 
employee on site and resubmit the certificate. 

61 Rejected BASF rejected the proof of performance. In the comment field, 
the reason for the rejection is described. 

90 Revoked by  
contractor 

After it was submitted, the proof of performance was withdrawn 
by the contractor, i.e. the submission was revoked. Now the 
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contractor can process and submit the certificate again. The sig-
nature process starts again. 
This is only possible as long as the note does not have the sta-
tus "Released". 

91 Revoked by 
BASF 

After it was released, the proof of performance was withdrawn 
by BASF, i.e. the release was revoked. Contractor receives an 
e-mail for information. Now the contractor can process and sub-
mit the certificate again. The signature process starts again. Be-
fore the contractor submits again, the BASF employee can re-
ject or reject the certificate with justification. 
This is only possible as long as the note does not have the sta-
tus "Settled in Avisor". 

92 Declined The proof of performance was rejected by BASF with justifica-
tion. The certificate can only be copied by the contractor and 
thus recreated. 

93 Cancelled in  
Avisor 

The proof of performance has been cancelled in Avisor. The cer-
tificate must now also be revoked by BASF and, if necessary, 
revoked. may be rejected or rejected on grounds of the case. 

 
 
8.2 Copy transcript of records 
 
A created performance record can be copied at any time in any status. 

 
Please pay attention to the entries that need to be adjusted, such as the execution date. 
If the note has been duplicated and there is information in another note, the following mes-
sage appears: 

 
 
In the role under contractor profile "Full access to own notes", all notes in the status "Draft" 
can be viewed and copied. This can also be used as a template. If, for example, the bills are 
released, it is no longer possible to copy, because, for example, the mentioned role only sees 
its own bills.  
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8.3 Proof of performance "Approval period expired" 
 
The status "Approval time expired" can occur in all trades if the certificate has not been pro-
cessed by the next approver for 96 hours after submission. 
 
After the contractor has submitted the proof of performance, the next approver (BASF 
employee on site or BASF representative) will receive two reminders or his representative will 
also receive a reminder within 72 hours if there is no response. After 96 hours after submis-
sion, the certificate will be returned to the contractor with the status "Approval time expired".  
The contractor can now select another employee on site or BASF representative. In this re-
gard, please consult with the company or BASF representative to see who can confirm the 
proof of performance. The contractor must resubmit it. 
 
The BASF representative or BASF employee on site can still process the certificate. 
 
See also chapter Signature process (workflow) depending on the selection of the trade 
 
8.4 Proof of achievement "rejected" 
 
After proof of achievement is rejected, it has the status "Rejected". 
Via "Correct", you can edit and change the certificate again. After that, the certificate can be 
resubmitted. 
 
If the certificate was rejected in Avisor because something was wrong with the DigiTi certifi-
cate, it must also be retrieved in DigiTi by the BASF representative and, if necessary, rejec-
ted. 
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8.5 Proof of achievement "Rejected" 
 
After proof of achievement is rejected, it has the status "Rejected". 

 
This certificate of achievement can "only" be copied and is thus created "new". 
 
 
9 Proof of performance in Avisor using a CSV file 
 
Transfer shared proof of achievement to Avisor with the help of the CSV file.  
CSV (Comma separated value) file type that is automatically sent to the contractor by e-mail 
and can be imported into Avisor. 
 
 
Description of the CSV number: 

 
1.) Store required documents such as CSV file(s) and PDF on the computer. 
All documents for the approved proof of achievement are attached by e-mail. 
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2.) Or in the DigiTi PDF and CSV can be downloaded in the released proof of achievement. 

 
 
Create a new document in the notification 

 
Enter the order call number. Confirm with the "Enter" key. Entries of the order call-off are dis-
played. 

 
 
To add the DigiTi ID in Avisor: 
 
For further processing, it is necessary to enter the DigiTi ID number in Avisor.  
Please add an extra line of text in Avisor: DigiTi ID: "202x/xxxxxx-x" 
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Or written in one line in a row. 

 
 
If there are several performance records in one order call-off, a PDF can be combined. See 
chapters: Merge and download transcripts of records (PDF). 
 
Select StLV . 

 
 
Select the StLV number and confirm with "OK". 

 
Enter the item key and  select it under Quantity. 



 

DigiTi Handbook for 
Contractors External 

 

Revision: 1.7  Status: 19.04.23 File: DigiTi Handbuch Kontraktoren_EN.docx Side: 53 from 59 
 
 

 
Select CSV. 

 
Select the appropriate file and open it. 

 
Data has been inserted. Confirm with "OK". 

 
The CSV file is created for each item key. This can also involve and transfer multiple work-
ers. 
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In case of error messages, please check that there are no blank lines in the CSV import or 
that you have not inserted any manually. These would have to be deleted. 
 
Attention: Surcharge items and other service items must be entered / supplemented manu-
ally (as before). Only wage items (in the LStd unit) can be transferred via CSV. 
 
Insert PDF file under Attachments 

 
 
Select and open file 
 

 
Annex inserted 

 
 
Open PDF attachment under Select attachment and select position 1. 



 

DigiTi Handbook for 
Contractors External 

 

Revision: 1.7  Status: 19.04.23 File: DigiTi Handbuch Kontraktoren_EN.docx Side: 55 from 59 
 
 

 
 
Make sure that the DigiTi ID number is entered in Avisor.  
Please add an extra line of text in Avisor: DigiTi ID: "202x/xxxxxx-x" 
 
 
Release the receipt. 

 
Click  "Yes" to confirm the amount. 
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Editing completed. 

 
Send the measurement to BASF as usual. 
 
The document can be viewed under page view. 

 
 
Make report selection. 
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10 Action notifications by e-mail 
 
If a certificate of achievement has been rejected, rejected or approved, the contractor will re-
ceive an e-mail. 
It shows what proof of performance is involved and what action is required for the contractor. 
 
Example, proof of achievement rejected: 

  
 
Example, proof of achievement rejected: 
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Example, proof of achievement released: 

  
 
Please note that for further processing it is necessary to enter the DigiTi ID No.   
in Avisor. To do this, please add an extra line of text in Avisor: DigiTi ID: "202x/xxxxxx-
x". 
 
11 Logging out of DigiTi 
 
Automatic logout occurs after 12 hours. 
 
Log out via the "Logout" button in the top bar. 

 
 
12 Help and further information 
 
For process arrangements, please contact your responsible BASF representative or 
representative. Your installation coordinator / specialist office. 
 
Feedback on the DigiTi application under the e-mail: digiti_mailbox@basf.com 
 
For more information, please visit the DigiTi homepage (https://digiti.basf.com) 

mailto:digiti_mailbox@basf.com
https://digiti.basf.com/
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Or  at the BASF Info Center for contractors at the Ludwigshafen site 
 
Here's how to get access to the Action Center: 
If you already have access to the BASF regulations in  the Global Technical Extranet (LINK), 
you will also be taken to the Infocenter. If you need access, please contact your BASF 
representative. 
 
 
13 After the pilot phase 
 
From 01.08.2023, the BASF IS Service Desk can  
be contacted at 0621-60-77577 in case of problems or malfunctions. 
 
If the contractor contacts the BASF IS Service Desk and does not yet have a BASF e-mail 
address (@partners.com), the BASF representative or assigned mentor from contractor 
management at EST/CC should be named as a contact person in the ticket. 
 

https://basf.sharepoint.com/sites/technical-rules/contractor-management/SitePages/Infocenter.aspx
https://basf.sharepoint.com/sites/technical-rules/SitePages/Geheimhaltung---Secrecy.aspx
https://basf.sharepoint.com/sites/technical-rules/SitePages/Geheimhaltung---Secrecy.aspx
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