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Invoicing and Payment
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Do you need
assistance?

mailto:proveedoreseuropa@gruposantander.com?subject=Primeros%20pasos%20Santander


Important considerations
SAP BUSINESS NETWORK
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There are two types of accounts to be used:

1. Standard: Completely free and address all your needs for your operation with Santander

2. Premium: Subject to a cost for the company as it includes improvements that the Standard type does not allow

The default account assigned on the Business Network platform is the Standard type. In cases where an

Enterprise account has been incorrectly assigned, you can change your account type here: link

Configure your Remittance Address and Bank Details(1) in your SAP Business Network profile. The Bank Details collected

during Registration as well as in the configuration of your Business Network must match the bank details provided later

during the invoicing and payment process (mandatory).

Finally, if you belong to a Business Group, we appreciate you reflecting its name during Registration.

Configure the different Profiles and Permissions in the “Business Relationship” section of SAP Business Network to have

access to all stages of the process with Santander. If you do not have access to any management features in Business

Network, your account administrator can assist you. Additionally, it is important to keep the email address for Purchase

Orders (Pos) updated.

(1) At the time of the Registration as a supplier, the consistency and validity of the bank account will be confirmed with the bank statement requested during registration. This account must match the one selected during

invoicing to receive payment. If you wish to change it, you must update the initial information provided during registration-

https://support.ariba.com/item/view/180235


Content

Finally, once the goods have been shipped or the service has been provided, and after verification by Grupo Santander, the option to issue
the invoice directly on the Business Network® platform is enabled. The Invoicing process using the Business Network platform is essential
to receive your payment. Therefore, the invoice must be filled out directly on the tool, since other invoicing methods such as sending .pdf or
.jpg files will not be legally valid.

Invoicing and Payments

In this section you will find the following content:

▪ Invoicing against your order - Goods Receipt Case -

▪ Invoicing against your order – Service Delivery Case -

▪ Monitoring the status and payment of your invoice



To create an invoice against a goods order, do one of the following from the Home screen:

1) Select Purchase Orders > Purchase Orders or Purchase Orders > Purchase Orders and Delivery Schedules, and then click Actions > 
Standard Invoice to the right of the purchase order or blanket purchase order.

2) Select Purchase Orders > Purchase Orders or Purchase Orders > Purchase Orders and Delivery Orders, then select the radio button next 
to the purchase order to select the purchase order, then select Create Invoice > Standard Invoice at the bottom of the page.

3) In an order-based WorkPanel section such as Purchase Orders, New Orders, or Orders to Invoice, select Standard Invoice from the Actions
column to the right of the purchase order.

The following slides show an example of an invoice from Business Network like the ones you will need to make for goods supplied to Grupo 
Santander.
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Invoice against order
Goods receipt case
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Invoice against order

Invoice header

Invoice Nº: Mandatory field where the supplier must include the invoice reference. Only numbers or capital letters can be included,
with a maximum of 60 characters. Suppliers will be allowed to reuse invoice numbers from previous calendar years and to reuse
invoice numbers in the following invoice statuses: Rejected or Failed.

Invoice Date: The supplier must indicate the invoice date. Suppliers will not be allowed to invoice on future dates but will be allowed
to invoice on past dates..

Remittance address: It will be mandatory for the supplier to include in his invoice the bank details where he wants to be paid. The 
data is included automatically if they are configured in an address in Remittances. In case of having configured more than one, in the 
Remittance Address field you will be able to select one of them..
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Note: The data provided by the supplier will be the data reported to public administrations.

Goods receipt case
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Invoice against order

Tax

Tax: By default the supplier will include the taxes at header level, they will apply to all invoice lines. However, if the supplier has
different taxes for each item, you will have to select the option Tax at line level and include the corresponding tax on each line.

Both taxes and retentions can only be included at header or line level, it is not possible to have retentions at header level and also
taxes at line level. It is mandatory to include at least one tax.

For more information on how to include a tax or withholding, access your supplier portal: Supplier Information Portal 
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Goods receipt case

https://support.ariba.com/item/view/205430_es
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Invoice against order

VAT

Supplier VAT ID: The supplier must specify
his VAT ID in this field; if the supplier
configures his VAT ID from his profile,
whenever he creates his invoice, it will be
brought to him by default.

Customer VAT ID: The supplier must specify
the customer's VAT ID (Grupo Santander) in
this field. If it is included in the customer's
address it will also be filled in by default.

6

5 5 6

Goods receipt case



You can create a standard order-based invoice from a purchase order sent to you by Grupo Santander through the Business Network, once the
bank has completed the goods receipt and is satisfied with the information contained therein.

For more information on order-based invoices, please access your Supplier Information Portal: Supplier Information Portal
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Invoice against order
Goods receipt case

https://support.ariba.com/item/view/205430_es


To create an invoice against a service delivery order, do one of the following from the Home screen:

Select Orders > Purchase Orders or Orders > Purchase Orders and Delivery Orders, then select the radio button next to the purchase
order to select the order, then select Create Invoice > Standard Invoice at the bottom of the page.

The following slides show an example of an invoice from Business Network like the ones you will need to make for services provided to
Grupo Santander.

Invoice against order
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Service Delivery Case



Invoice against order
Service Delivery Case

Invoice creation

Once the service has been

performed, the invoice creation

process must be executed:

Going back to the order and

clicking on “Create Invoice” and

then on “Standard Invoice”.

1 1.
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Once the supplier has performed the service, the option to issue an invoice against the related order will be enabled in the Business

Network platform. Subsequently, the client, in this case the Grupo Santander, will manage the invoice received.



Payment Tracking
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Invoice status

From the Home page select Invoices > Invoices..  

The supplier will be able to view a list of his invoices and check their status in the “Invoice Status” column.
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Support & Frequently
Asked Questions (FAQ’s)
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¿Necesitas ayuda?

mailto:proveedoreseuropa@gruposantander.com?subject=Primeros%20pasos%20Santander


Business Network – Invoice & Payments

Invoicing must now be done exclusively through the SAP Business platform??
Yes, it must be done exclusively through the SAP Business Network. The condition is that all invoices have an order number and take
into account that the invoice can be generated from the Portal or in the system itself. In the latter case, the invoice can normally be
attached to the Portal.

Will it be mandatory to make a Service Entry Sheet before being able to issue the invoice?
No. Since February 2024, in the case of the performance of services, the requirement to fill in the Service Entry Sheet has been
eliminated.
*It is reminded that, in cases of goods receipts, it is not necessary to complete the Service Entry Sheet. In this case, the supplier must
confirm receipt of the goods by the customer and subsequently record the invoice.

When will it not be allowed to issue invoices through any other channel than SAP Business Network?
The total transformation will take place in 2025. For all orders starting with the number 2, this new process must already be
followed, as they are orders originating from the companies in which we have already completed the transformation.

Is it possible to make an invoice with another program and upload/import it to SAP Business Network?
From Grupo Santander, we advise doing the invoicing entirely from within the Business Network platform due to its operational
simplicity. For companies that have their own systems, it is also possible to do the invoicing by uploading the invoice.

FAQs



Business Network – Invoice & Payments

Is it necessary to have the Service Entry Sheet approved before being able to issue and upload the invoice or can it be done
directly once it has been sent?
No, it is not necessary for Grupo Santander companies in Spain.

Is the format of the invoice we send the one we usually use? Is the sending required by Grupo Santander based on attaching our
usual invoice in PDF format?
No. The format of the invoice is the one that corresponds to the one preset by the Business Network tool. This invoice reflected in
Business Network must represent the true image of the invoice issued by the supplier in its own systems. Grupo Santander advises
performing the invoicing entirely within the Business Network platform due to its operational simplicity. For companies that have
their own systems, it is also possible for invoicing to be done by uploading the invoice.

Currently, we cannot upload invoices because the order that should have been created by Santander is not there, how can we
claim this order?
To start the invoicing flow it is strictly necessary that there is an order. In case you have not received the order, you should contact
your assigned business manager. For further questions or complaints, please contact proveedoreseuropa@gruposantander.com

FAQs



Contact- Help

Technical Support
Click here to request technical support from 
SAP’s team of experts
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Operational Support
Not sure what to do next? 
Write an email with your questions to:
ProveedoresEuropa@gruposantander.com

Supplier Portal here
Find all the material you need on:
Supplier Information Portal

https://support.ariba.com/help
mailto:ProveedoresEuropa@gruposantander.com
https://support.ariba.com/item/view/205430_es


16


	Diapositiva 1
	Diapositiva 2: Important considerations SAP BUSINESS NETWORK
	Diapositiva 3
	Diapositiva 4
	Diapositiva 5
	Diapositiva 6
	Diapositiva 7
	Diapositiva 8
	Diapositiva 9
	Diapositiva 10
	Diapositiva 11
	Diapositiva 12
	Diapositiva 13
	Diapositiva 14
	Diapositiva 15
	Diapositiva 16

