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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 – RC Report;

• 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

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 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”;

Step by step of invoice creation
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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).

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

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

(Invoice Type):

Submitting a Non-PO Invoice

Step by step of invoice creation
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4. Select  an Obligation Ballast option, then click Update. This will update details 

within the chosen option:

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

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

NOTE: There are 3 options for Obligation Ballast . Choose the one 
that applies to this invoice:

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

Submitting a Non-PO Invoice
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c. Enter Service Record Number, if you have chosen FRS (Service Sheet (SS) / 
Service Entry Sheet) Number option:

5. In Additional Information area:  select ID (Select Supplier Identification), Vendor ID 

Number (Supplier Identification), Currency (Currency) and Amount (Gross Value) : 

Submitting a Non-PO Invoice
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6. Include Bank Account Information:

7. Click  "Add to Header, Attachment, Choose File, Add Attachment“ to attach the 

invoice. Then, Click Update

Submitting a Non-PO Invoice
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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.

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.

Submitting a Non-PO Invoice
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10. Review the invoice and make any final changes as necessary, then click Submit.

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

provide the following information:

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

Submitting a Non-PO Invoice
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Glossary
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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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