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Introduction

▪ In Repsol we are changing the way to work with our suppliers in order to optimize our purchase processes. We have

chosen SAP Ariba as part of our digitalization strategy, leaving behind of the manual processes and transaction documents

in paper.

▪ The supplier’s cooperation with Repsol will be managed only through the Ariba Network platform, where it is posible to

access to purchase orders, goods receipts, service sheet, invoice management.
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Introduction

▪ Ariba Network is a dynamic digital market where millons of buyers and suppliers operate in more than 190 countries.

SAP Ariba Network is the ‘Supplier’s Portal’, a marketplace that allows suppliers and buyers to create commercial

relationships and accomplish transactions through the internet.
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Process
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Send Purchase Order: Repsol will send the purchase

orders from their system to Ariba Network. 
Order Confirmation: The supplier confirms if he agrees 

with the terms and prices of the purchase order (Optional

Step)

Goods Receipt: After the creation of the goods

receipt or service sheet, those documents will be 

published through Ariba Network. 

Invoicing: The supplier will transform the purchase

order into an invoice (PO-flip) and will be sent to

Repsol.
Payment: The invoice is processed and the payment

is done through the current payments process. The

system sends the updated status of the invoice

through Ariba Network.
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Supported Documents

Supported Documents Unsupported Documents

✓ Sending Orders to AN (materials y services)

✓ Order Confirmations from the Supplier (Optional). 

The rejection is not supported.

✓ Sending Goods Receipts (Acknowledgement of

goods receipt)

✓ Sending Service Sheets (SS)

✓ Invoices of Purchase Orders. 

✓ Taxes at item level.

✓ Credit memo of invoices

✓ Credit memo for return ítems.

❑ Ship notices

❑ Creation of Service Sheets by the supplier.

❑ Creation of time & expense sheet

❑ Invoices without Purchase Order

❑ Invoices of various purchase orders at once

❑ Credit memos at header level (with no items)
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Orders Management

• To display a purchase order you must click on Orders -> Purchase Orders
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Orders Management

• After that, you will see the last purchase orders sent to AN. You can also search or filter by different parameters:
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Orders Management

• A purchase order is divided into two different sections: header and items. The header contains all the common

informations for all the items:
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Orders Management

• The line ítems can be displayed too. Clicking on details you can see more information related to the item line:
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Orders Management

• When a purchase order is modified, a new version is sent to AN. Within the new version, all the amendments can be 

visualized:
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Orders Management

• Within a purchase order, you can see all the related document related to the PO (SES, Invoices…)

© Compañía. Dirección que ha elaborado el documento. Día/mes/año



03. Purchase Order Management

16

Orders Management

▪ From the Go Live moment, all the new Purchase Orders will be sent to AN, the old purchase orders modifications will

be sent using the same channel that was used at the moment of the creation of those orders (Mail, Adquira, Open 

Invoice,...).

▪ It is important to have the order routing options correctly configured in AN to make sure that the orders are processed 

through the desired channel (cxml, online, mail, ...), as well as the contact emails for notifications.

▪ Within a Repsol’s purchase order there is some information that is important to highlight:

• Attachments at header level: The Repsol’s requisitioner can attach relevant files in the purchase order to complete 

the information. These attachments are located at the header of the order.
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Orders Management

• Comments: At the header/item level it is possible to find comments introduced by the requisitioner.
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Orders Management

• General Procurement and Purchase Conditions: Within the comments section, in the header text, you will always

find the General Procurement and Purchase Conditions text of Repsol, where some important links can be found

about this topic.
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Orders Management

• Taxes: Sometimes, the requisitioner can include a tax code related to the material/service. This value appears in the

PO at item level:

• When the invoice is generated, the system proposes this value, but it is possible to modify it later. 

• Mixed orders: The requisitioner can send orders with service and material items within the same purchase order, 

this type of orders in AN are considered as services purchase orders. To invoice them it is mandatory to receive the

goods receipt (Acknowledgement of goods receipt) and/or the service sheet (SS).
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Orders Management

• Discounts: The price that appears in the PO is always the net Price. In the PO header and/or the ítems of the PO it

is possible to dispay all the discounts applied in the PO.

© Compañía. Dirección que ha elaborado el documento. Día/mes/año



03. Purchase order Management

21

Orders Management

• Unplanned delivery costs : The requisitioner can add unplanned delivery costs at item level related to the material 

purchase. For example, transport costs, customs… Or other kind of additional costs not included in the material 

price.

• After that, those costs could be included in the invoice along with the proper tax.
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Confirmations

▪ Once the PO reaches AN, the supplier has the option to confirm that it is possible to process the PO with the price and 

terms sent. This step is optional.

▪ It is only possible to confirm the entire order, it is not allowed to make changes in prices/quantities, or dates. If it is

necessary to make any change or to reject the entire order, it will be necessary to contact directly to the Repsol’s

buyer since it is not possible in AN.
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Confirmations

▪ To confirm a purchase order, you must enter in a PO and then click on: Create Order Confirmation -> Confirm Entire

Order.

▪ It will be necessary to introduce a number of confirmation.

▪ After that, click on next.
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Confirmations

▪ After that, an overview of the order confirmation will be displayed. If everything is correct, click on Submit.
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Confirmations

▪ The order confirmations are visible in the following path: Fulfillment -> Order Confirmations

▪ It is possible to use filters to look for a specific order confirmation:
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Goods Receipt

▪ The goods receipt will always be created by a Repsol’s user. They will be sent to AN. It is not possible to generate a 

goods receipt directly in AN.

▪ In the goods receipt the details as the quantity or the amounts are displayed. 
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Goods Receipt

▪ To see a goods receipt you must go to: Fulfillment -> Goods Receipt

▪ It is possible to use filters to look for a specific Goods Receipt

© Compañía. Dirección que ha elaborado el documento. Día/mes/año



Service Entry Sheet (SES)

06

© Compañía. Dirección que ha elaborado el documento. Día/mes/año



06. Service Entry Sheet

31

Service Entry Sheet (SES)

▪ To see a Service Entry Sheet you must go to: Fulfillment -> Service Sheets

▪ It is possible to use filters to look for a specific Service Entry Sheet
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Service Entry Sheet (SES)

▪ The service entry sheets will always be created by a Repsol’s user. They will be sent to AN. It is not possible to

generate a SES directly in AN.

▪ In the SES the details about the Service start/end date will be sent, along with the quantities, prices and any other kind

of comment included by the Repsol’s user. 
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Service Entry Sheet (SES)

▪ Since the SES is a documents created outside of AN, the supplier will be unable to modify neither the price nor the

quantity when creating the invoice (those are not editable fields).

▪ If it is necessary to make any change, the supplier must contact the Repsol’s requisitioner, who can reject the SES and 

generate a new one with the required amendments. In AN the supplier can see two SES with the same numbering, one

of them approved and the other one rejected.
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Requirements

▪ To create an invoice you must enter in a PO and click on Standard Invoice (or on Line-Item Credit/Debit Memo, in case 

that is our purpose) :

© Compañía. Dirección que ha elaborado el documento. Día/mes/año



07. Invoice Management

36

Requirements

▪ There is some information that need to be filled out. For example the number of invoice and the service start/end date:

▪ Once the information is completed click on next and then on submit:
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Requirements

▪ Tax information for differents locations:

Spain Régimen Especial                                      USA/Canada
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Requirements

▪ To display the invoices, credit memos or debit memos you must click on: Invoices -> Invoices / Credit Memos / Debit

Memos.

▪ You can also filter by different parameters:
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Requirements

▪ Invoices with Purchase Order (Po-flip): It is only allowed to create invoice with a PO as a reference. It is not posible 
to create invoices without PO or with contracts.

▪ Past Date: It is allowed to enter an invoice with a date in the past. You can indicate a date of 45 days prior to the invoice 
at most.

▪ Invoice number (reference): The invoice reference cannot contain lowercase letters, and only these special characters
are allowed: 

• . Period and : Colon

• - Hyphen and _ Underscore

• / Slash and \ backslash

• # Hash

▪ Taxes: In the countries where it is mandatory, the tax will need to be indicated always at item level. It is not possible to
insert taxes at header level.

▪ For the Services Invoices, it is not possible to mix different kind of taxes within the same item line (service parent line). If
the services contained within the same parent line have different kind of taxes, they will have to be invoice separately.
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Requirements

▪ It is not possible to invoice at once return items and normal ítems within the same invoice

▪ It is not possible to invoice a SES partially

▪ It is possible to invoice a GR partially

▪ It is possible to invoice within the same invoice various SES, as long as they belong to the same PO and item line

▪ It is possible to invoice within the same invoice various GR, as long as they belong to the same PO
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Requirements

▪ Customer Relationships: It is possible to see all the customer relationships of Repsol in the following path: 

Account Setting -> Customer Relationships
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Configuration of AN account

▪ VAT ID: It is possible to add the registered number of the
company. Recommended but not mandatory

▪ Remittance ID: To send invoices to the Repsol’ system, it
is required to configure the Remittance ID in the following
path: Settings->Remittances.

▪ This ID will be provided by the Onboarding team of Repsol. 
In case of having more than one, it is possible to select
one as default. At the moment of creating the invoice you
can select one of those values as the invoice’s issuer. 
Each issuer must have his own Remittance ID.
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Customer Support

 Business Related Questions

 supplier-enablement@repsol.com

 

 Useful Links
 Repsol Supplier Information Portal
 https://support.ariba.com/item/view/189934
 

 New Supplier Portal and workbench
 https://my.ariba.com/2019-new-supplier-experience.html
 

 SAP Ariba Network Standard Account
 https://support.ariba.com/item/view/183459_es?min=0&to
olbars=1&gutter=1&popwin=0&footer=1
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Thank you!!
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