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Invoicing in SAP Business 
Network

Vitro Transaction process – Course 2
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Training documents

✓ Introduction to invoicing in SAP 
Business Network

✓ Invoice process SAP Business 
Network

Invoice of purchase order

Comprehension test 

✓ Complete the comprehension
test in Microsoft Forms

✓ Review the test answers

12 minutes 3 minutos

How to complete this course?
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invoicing in SAP 
Business Network
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Purchase Order
Submission

Log in with first
Purchase Order

Purchase order
confirmation

Service Sheet
creation

Service Sheet
Approval

Create and Send
Invoice

Invoice review and 
approval

Invoice of purchase order

Transaction process on SAP Business Network
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Terminology

Document of a commercial nature that demonstrates that a customer has purchased a product or service. Contain 
purchase information.

Invoice of purchase order

Invoice

Objetives of invoicing in SAP Business Network

Centralized information.

Tax control.

Reduction of paper and storage.
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Invoice process SAP Business Network

Invoice of purchase order

1

Receive approval of
the Service entry
Sheet (VITRO)

Create Invoice and 
complete the
infomation in SAP 
Business Network

Review details
and sent invoice
to the client

2 3
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General considerations

1. You must have sent an order confirmation and received an approval from the Service Entry Sheet (SES). This document 
is sent to you by the customer and can be viewed within the documents related to the order.

*Note: If you have not yet received SES approval, you will NOT be able to invoice the order.

2. You must invoice against the approved Service Entry Sheet. You must NOT include more than 1 document per invoice. 
This implies, 1 invoice Service Entry Sheet.

Invoice of purchase order
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Invoice of purchase order

1 Receive approval of the Service entry Sheet (VITRO)

1. Search for the confirmation of approval of the service entry date, in the email of the user administrator of your 
organization. The mail that sends the order will always be ordersender-prod@ansmtp.ariba.com

2. Select “Click here to access”
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Invoice of purchase order

2

1. Once logged in to SAP Business Network, in the order view select “Create invoice”

Create Invoice and complete the information 
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Invoice of purchase order

2

2. Complete all requested information, considering that the only mandatory fields are the following:

Invoice Header

a. The invoice number

b. Invoice date: date of the invoice creation

Create Invoice and complete the information 
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Invoice of purchase order

2

Taxes:

a. Select Tax at header level

b. Click Add header > Tax

Create Invoice and complete the information
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Invoice of purchase order

2

Attachments:

In the case that you want to add additional documents (PDF, Word, ZIP) you can do so through the attachments section.

a. The. Click on the “Add head” button and select the “Attachments” option

b. Click on “Select file”, select the file you want to load and then click on “Add attachment”

Crear factura y completar información en SAP Business Network
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Invoice of purchase order

2

Invoice lines:

Select which lines will be included and the quantity to be invoiced. *Note: Partial invoicing is possible. For example, you can 
invoice 2 of 3 units received.

Create Invoice and complete the information
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Invoice of purchase order

3 Review details and sent invoice to the client

3. Validate that all requested information has been completed and click “Next” and “Submit”
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Invoice of purchase order

3 Review details and sent invoice to the client

2. Validate that the invoice has been sent correctly. To review this, you must check that the status of the purchase order 
has changed to “Invoiced” or “Partially Invoiced”, depending on the case.
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Invoice of purchase order

3 Review details and sent invoice to the client

3. Additionally, when entering the invoice and going to the history tab, the Success message should appear. This completes 
the invoicing process in SAP Business Network for Vitro.



Copyright © 2023 VIVO

Aditional resources
We invite you to validate in detail the support material provided.

Invoicing Tutorial 
Video

Invoice manual
Vitro Support

channel

https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_zml0bqmm
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_zml0bqmm
https://vivoglobalservices-my.sharepoint.com/personal/paola_sacriste_vivoconsulting_com/Documents/VITRO/Material de apoyo/Manuales de Transacción/Invoice Manual - VITRO.pdf
mailto:habilitacionproveedores@vitro.com


¿How to Identify If I 
must invoice in SAP 
Business Network?
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¿How to Identify If I must invoice in SAP Business Network?

Invoice of purchase order

• You are a local or import supplier 
from Colombia or Mexico.

• In the instructions statement, you 
were instructed to only complete the 
purchase order confirmation course 
(Course 1)

• You are an import supplier not from 
Mexico. Ex: Brazil, Australia, United 
States.

• In the instruction email, you were 
instructed to complete the 
Confirmation (1) and Billing (2) 
Courses.

Invoice on Vitro portal
(Myportal.vitro.com)

Invoice on SAP Business Network 
(Supplier.ariba.com)



Comprehension Test

04
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Comprehension test

Next, we present an evaluation that reflects your understanding of the knowledge acquired during this course.

Thank you for completing this to provide information to your client who is ready to start transacting on SAP Business 
Network. This is a requirement to start transacting with your client.

We ask that you complete all evaluation fields and participate at least once in representing your organization. If you have 
any additional questions about the process, please don't hesitate to contact our support team through the channel 
habilitacionproveedores@vitro.com

We appreciate your collaboration.

Invoice of purchase order

Clic Here to access the 
evaluation

mailto:habilitacionproveedores@vitro.com
https://forms.office.com/r/TaLwL46HfX
https://forms.office.com/r/TaLwL46HfX
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Next Steps

December 15 December 15 -

January 22

January 8

Summit of full 
transaction process

Start receiving 
purchase orders in 

SAP Business 
Network

Access to self-
training material



Colombia
Calle 72, No. 10-7
Oficina 1107, Bogotá, D.C.
Colombia, C.P. 110221

Perú
Enrique Openheimer No. 
841, Depto. 201
San Juan Miraflores
Lima, Perú, C.P. 15801

Guatemala       
13 calle 3-40, Zona 10, Oficina 1303
Edificio Atlantis, Ciudad de Guatemala
Guatemala, C.P. 01010

México
Calle Odesa 1230, Interior 4,
Portales Sur, Delegación Benito Juárez,
Ciudad de México, México, C.P. 03300

Brasil
Ciudad de Campinas, Estado de São Paulo, na 
Av. Barão de Itapura, nº 2323, 8º andar, Sala 
84 – A, Bairro Guanabara, CEP 13073-300

www.vivoconsulting.com /vivoconsulting
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