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Document’s Purpose

1. The overall purpose of this document is to be a quick reference for SAP Ariba Users

responsible for creating, editing and monitoring invoices based on
*  (Contract-RM Report;
*  Contract-RCReport;
*  FRS-Service Sheet.
2. Suppliers must be registered on SAP Business Network before they can connect and

transact documents to Petrobras. Therefore, if your company is not yet registered

with SAP Business Network, fill this form and start the registration processes,

3. If you are new to SAP Business Network, , click HERE to familiarize yourself with a

training video.

4. For more information, click HERE to access Supplier Support on Petrobras Supplier

Channel
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https://nam10.safelinks.protection.outlook.com/?url=http%3A%2F%2Fconnectsupport.ariba.com%2Fsites%2FCompany%3FANID%3DAN01610689244BRZ%26h%3DqpUQFyEd7By5EkZWcbjabg&data=05%7C01%7Cr.acarvalho%40petrobras.com.br%7C70bf83b3498440d4722308dad46cfba9%7C5b6f62419a574be48e501dfa72e79a57%7C0%7C0%7C638055861857303631%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ny5%2BvagNlYPJtbYodDPww%2FgYJ72x5%2Bg%2FMLAiBv8dlsc%3D&reserved=0
https://canalfornecedor.petrobras.com.br/pt/atendimento-ao-fornecedor/
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Submitting a Non-PO Invoice

Step by step of invoice creation

The purpose of this guide is to be a quick reference for Users responsible for creating,

editing and monitoring invoices through SAP Business Network.

Use the following diagram to understand the workflow of how an invoice is created and

then managed throughout its lifecycle:

Supplier creates
Invoice

Petrobras Supplier Petrobras ERP
receives Invoice INEQET[ Schedules

and runs Invoice Invoice Payment
Reconciliation

/7

* Supplier creates invoice on-line. SAP Business Network processes and validates it. If
the invoice fails validation, it is rejected, and Supplier must correct its data and then,

resubmits;

* Once Petrobras receives the invoice, it begins the process of invoice reconciliation.
Based on the result of the invoice reconciliation, the Supplier manages the invoice in
SAP Business Network. In case of errors, the Supplier corrects invoice data and then,

resubmits;

» After successful completion of the invoice reconciliation process, Petrobras ERP

schedules invoice for payment.

NOTE: Although SAP Business Network supports the creation of the numerous

types of invoices, this guide is restricted to create “Non-PO Invoice”;
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Submitting a Non-PO Invoice

Step by step of invoice creation

1. When signed into your account, click Create > Non-PO Invoice. (If your customer is

not listed, they have not enabled you for non-PO invoicing).

®
ayments v Catalogs Reports v Messages Create 006
-‘?- - | PO Invoice
v Exact match v Order number B Non-PO Invoice
H_ Service Entry Sheet

2. Click the appropriate Customer for the Standard Invoice option, then click Next:

GAP  Business Network Enterprise Account  TESTMODE

Create Non-PO Invoice “ o

For a trading relationship already on Ariba Network

Customer: | Peftobras - TEST v

Type of Invoice: l Standard Invoice
) Credt Memo

3. Enter the Invoice Number (/nvoice #), Date (Invoice Date) and “82 - INVOICE”
(Invoice Type):

v Invoice Header

Summary

Invoice #:*

10 Nro da Fatura, ndo pode ser zero e ndo pode haver \.‘tru idade, MODELOS
¢ & limitada a 3 digitos) OU ser 12 digitos numér OD O ‘16 Até

Até 13 digitos (nUmero e hifen, sendo que
NUMErico HODELOS 80, 81, 82, 83,

té 16 digitos (lera, fumcr" e hifen). DEMAIS

Invoice Date:* | 6 Apr 2023 ES ‘

Invoice type 82 - INVOICE
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Submitting a Non-PO Invoice

Step by step of invoice creation

4. Select an Obligation Ballast option, then click Update. This will update details

within the chosen option:

NOTE: There are 3 options for Obligation Ballast . Choose the one
that applies to this invoice:
a. Contract Numberand RM Number, or

b. Contract Number and RC Number, or
c. FRS (Service Sheet (SS) / Service Entry Sheet) Number.

a. Enter Contract Number (Contract No.) and RM number (Birth of RM), if you
have chosen Contract Number and RM Number option:

Select the Obligation* | Confract Birth + RM Birth {Measurement Report) ~
Ballast option: (i)

Contract No: 'fi:'

Birth of RM
(Measurement Report):

D
L

Do cove niBics | 3300 0180 303
E— o A CONTRATO B/3 4600611264
Llj PETROBRAS e L) | e | aoia
MOEDA NACT .
- INST. CONT. JURIDICO : 5900.0115094.20.2
[ LIBERADA POR CONTRATO R/3 : 4600611264

8014
INFORMAGOES BASICAS D D o s 0. .20
: DATA DE IMPRESSAO : 01.02.2023
PERIODO DE MEDIGCAO : 26.11.2022 A 25.12.2022
PERIODO DO CONTRATO : 22.05.2020 A 20.06.2023

b. Enter Contract Number (Contract No.) and RC number (Paragraph of the
RQ), if you have chosen Contract Number and RC Number option:

Select the mandatory
covered documents

option: (0

Contract number + RC number (Complementary report) ‘

Contract number: (i) ‘ ‘

RC number
(Complementary report):

\
— RELATORIO D _INST. CONT. JURIDICO : 5900.0117318.21.2
B PETROBRAS N
e MOEPA ¥ 'CONTRATO R/3 : 4600639612 |
LIBERADATOR |NUMERO DO RC : 7]do RM 29
DATA DE CALCULO : 14.11.2022

nrormcoes sastcas  DATA DE IMPRESSAO : 01.02.2023
CEIRO/LONE ¥ PERIODO DE MEDICAO 1 26.09.2022 A 25.10.2022
COD. FORNECEDOR
RAZAO SOCIAL
COND. PAGAMENTO
FISCAL . TS0€;
GERENTE 2 IMPOSTOS RETIDOS : 514,36
RESP. SOLIDARIA P/ INSS : VALOR LiQuIDO 4.792,50
CEssRO MAO-DE-OBRA C/ EXP. RISCOS
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Submitting a Non-PO Invoice

Step by step of invoice creation

c. Enter Service Record Number, if you have chosen FRS (Service Sheet (SS) /
Service Entry Sheet) Number option:

Select the mandatory ‘ SES - Service Entry Sheet number ~ ‘
covered d

option @
Fill the Service Entry Sheet number

l:l SES - Service Entry Sheet number

b [ Add ] [ Delete ]

- N AP o008 1T}

L PeTROBRAS FOLHA DE REGISTRO DE SERVIC() i
L N'OAFRS 1000005105 Pag,t 1/ 1

[ TIGERAD FORVIFETOONE | o o A

{ DATA OE EMISSAO ¢ 01,01,2023

o | CONTRATO + 4600009763

e | INST, CONTR. JURTDICO: 0800.0005473.23.2

.‘:‘A“ :i Ll‘l WA VI 100 LISRL d PEOID@ ! ‘500350‘”‘
| PERIODO DE MEDIGAO  31.01.2023 A 31,01,2023

UMM SRR |
———— |

5. In Additional Information area: select ID (Select Supplier Identification), Vendor ID
Number (Supplier Identification), Currency (Currency) and Amount (Gross Value) :

Invoice complementary information

Select supplier | (no value) .-
identification: (i)

Supplier identification: (no value)
® CNFJ
Lio]

Value, Discount, Taxes and Retentions

currency: () *| (no value) —

Gross Value: (i) *| (no value)

BRL - Brazilian Real
USD - US Daollar
USM - US Dollar (Next day)

. EUR - Euro
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Submitting a Non-PO Invoice

Step by step of invoice creation

6. Include Bank Account Information:

Bank Details

Bank Name: @ *1 0

Swift Code: @ *1 0

Bank account: (i) *| 0

Ban: (0 *| 0

Intermediate Bank Details

Bank Name: (i) 1]

swift Code: (i) 1]

Bank account: (i) 0

Ban: (0 |0

7. Click "Add to Header, Attachment, Choose File, Add Attachment” to attach the
invoice. Then, Click Update

* Indlicates required field Add to Header «

Attachment

*Attachments

The total size of all attachments cannot exceed 100MB

Choose File | No file chosen Add Attachment
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Submitting a Non-PO Invoice

Step by step of invoice creation

8. Despite invoicing services, go to the bottom of the Line Items section and click

Add > Add Material, then flag one service item, and Update.

Line ltems

l:l In. In. In. Include Type Part

L
[ Line ltem Actions l l Delete l

Add Material

Line ltems
I:‘ No. Include Type Part #
D 10 @ MATERIAL
l Line Item Actions w l l Delete l l Add
Line Items
I:l In. Include Type Part #
V] 10 @ MATERIAL
> (o ons v | | |
Line ltem Actions « Delete Add

9. Once you have completed adding your invoice information, click Update. This will

update details within the Header section of your invoice. Then, click Next.

Exit ‘
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Submitting a Non-PO Invoice

Step by step of invoice creation

10. Review the invoice and make any final changes as necessary, then click Submit.

S e

11.. After submitting the Non-PO Invoice, SAP Business Network will update and

provide the following information:

Create Invoice

Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:Brazil. The document’s destination country is-Brazil
Standard Invoice

ber: 1234568 Subtotal RS$0.00 BRL

Thursday 30 Mar 2023 5:00 PM GMT-03:00 RS$0.00 BRL

R$0.00 BRL

Amount Due R$0.00 BRL

12. The continuity of the payment process will depend on the receipt of the physical invoice

that should be sent to the address set bellow:

PETROBRAS/FINANCAS/CRP/CPAG
Avenida Republica do Chile, 65 sala 1301
Centro, Rio de Janeiro/ RJ

CEP: 20031-912

Brasil
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Glossary

FR: Information regarding the "Obligation Ballast" code for Service Sheet
FRS: Service Sheet

Non-PO Invoice: Invoice which is not based on a purchase order.

RC: Add-on Report

RM: Measurement Report

SAP Business Network (Ariba Network): SAP Business Network is a hosted service that enables
a Petrobras to form relationships with its suppliers and conduct order and invoicing transactions

over the Internet.
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