
Order Processing 

If you see this light bulb, it is a note or additional reminder.

How to Create a Ship Notice in the SAP 

Business Network 

“After confirming a PO, I need to create a ship 

notice to initiate the shipping process”

Video Link Link

Version Number 1.0

Click here for further context on the 

Order Processing Process

https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-supplier-playbook.pdf
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1. From the SBN Home Page navigate to and click the 

Orders drop-down, then, click Orders and Releases

2. Click the Order Number of the required Purchase 

Order 

3. Click Create Ship Notice 

4. Enter the Packing Slip ID

5. Enter the Delivery Date 
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Note: The packing slip ID is associated with the 

transport request which is documentation that includes 

the complete list of items included within a package

Note: A ship notice (ASN) is only applicable for goods 

and repair items and only accepts confirmed lines to 

be copied over to ASN
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6. If required, input additional information such as 

Transport Terms, Attachments, Reason for 

Shipment and any additional Comments. To learn 

how to action add attachments, refer to Adding an 

Attachment to an Invoice

7. Scroll down to the line item and enter the Supplier 

Batch ID, Production Date and Expiry Date 

(optional) 

8. Click Next
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Note: It is at your discretion as the whether you 

include any additional information noted in step 6. 

These are not mandatory fields for completion

Note: The Supplier Reference is a unique identifier 

for the order and can be any number you with to 

select

https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-add-manage-attachments.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-add-manage-attachments.pdf
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9. Review the Order Items to ensure all information is 

accurate, then, click Submit 

10. You will be returned to the Purchase Order Screen 

where the order status will now indicate that the order 

has been Shipped 

11. Click Done
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Note: If creating a shipment for a partial order, 

you will be required to create another ship notice 

for the balance of the quantity. 



Complete training documentation can be found on the Rio Tinto - Supplier Portals – SAP 

Business Network site.

If you have any further questions regarding transacting on the SAP Business Network, 

please visit the Rio Tinto - Supplier Portals – SAP Business Network site for dedicated 

support teams. 

Need more help? 

http://www.riotinto.com/sbn
http://www.riotinto.com/sbn
http://www.riotinto.com/sbn
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