
INSTRUCTIONS FOR 
INVOICING AC/E

Instructions for suppliers



INSTRUCTIONS FOR SUPPLIERS

When we register you as a SUPPLIER of AC/E, you will receive an email confirming your 
registration in our system and indicating your username and password.



When you need to upload an invoice, you will receive an email notifying you 
to log in to the Supplier Portal.

UPLOAD AN INVOICE

INSTRUCTIONS FOR SUPPLIERS



SUPPLIER’S PORTAL

• Iniciar sesión - Portal de Proveedores

To log in, you must enter your VAT number 
or TAX ID, as appropriate. This information 
was sent to you by email when you were 
registered in our system. 

If you cannot find it, you should contact us 
to request it.

The password was sent to you in our firts
email. If you forgott it, you can use the 
link on the screen.

http://93.90.206.210:4430/PORTAL_ACE/9192fd54-703d-4909-a21a-251d090e4f94/pproveedor


USING THE SUPPLIER’S PORTAL

After entering your username and password, 
you will see this screen.

NOMBRE DE LA EMPRESA

In the upper right corner of the screen, 
you can see if you have notifications

NOMBRE DE LA EMPRESA



• By clicking on the bell, you can see the list of messages.
• By clicking on each message, you can see more information.

USING THE SUPPLIER’S PORTAL



• To access the screen 
where you need to 
upload your invoice, click 
on the menu in the upper 
left corner of your screen.

Select: "Required 
Documents"

USING THE SUPPLIER’S PORTAL



• You will see the screen with the line or lines you have pending.
• Each line explains the concept of the invoice you need to upload.

You just need to click on the edit symbol.

USING THE SUPPLIER’S PORTAL



USING THE SUPPLIER’S PORTAL
• You must select the symbol.

Next, select the "Choose file" button and attach the invoice.

When you upload the 
invoice, the  
information line will 
disappear.

To check that it has 
been uploaded, you 
should go to the 
main menu and click 
on "sent 
documentation".



13. CHECK SENT INVOICES
In this section, you can download your invoices, as well as check their 
status.



For any additional queries, 
please call 91 700 4000 or write to

info@accioncultural.es

mailto:info@accioncultural.es
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