
Account Administration 
Set Up

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

How to Create a Static Catalog in the SAP 

Business Network

“In order to facilitate streamlined procurement, I 

will need to create detailed product catalogues”

Version Number 1.0

Click here for further context on the 

Account Administration Set Process

https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-supplier-playbook.pdf
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Note: Static catalogs can be used for service only 

vendors. Contact RioTintoeCommerce@riotinto.com to 

notify for testing.
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Prepare for Catalog Creation: 

1. Go to the Rio Tinto - Supplier Portals – SAP Business 

Network site and scroll down to the  SAP Business 

Network Supplier Support section.

2. Under the Catalog & Integration Material section, click 

the dropdown arrow next to the Static Catalog 

Template

3. Select the download icon to download the template

4. This will now appear as in your Downloads; and on 

completion can be opened by selecting “Open file” or 

accessing this through your Downloads folder.
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Note: The template’s Field Headings are colour 

coded: 

Red: This data is required and must be populated

Orange: These data fields are optional, however it is 

preferred

Green: These data fields are optional

Note: Slide the bar to discover more fields
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Prepare for Catalog Creation: 

6. Ensure that all fields are present, and the formats 

outlined for numbers and text are followed. SAP 

Business Network validates the syntax and semantics 

of catalog files

7. Click Sample Formats to access examples of 

populated fields



Create a Static Catalog  
(3/5)

8

9

10

11

12

Canada and US Format: 

PurchaseOrg_CompanyCode(s)_Region_Language_E

XT_Vendor#_VendorName | Example: 

RT42_2601_QC_FR_EXT_100XXXXX_SupplierABC

Australia Format: 

PurchaseOrg_CompanyCode(s)_Region_EXT_Vendor

#_VendorName | Example:  

2030_2030_AU_EXT_100XXXXX_SupplierABC

Creating and Publishing the Catalog:

8. From the SBN Home Page navigate to and click the 

Catalogs drop-down, then, click Customer Catalogs

9. Click Create to access the SAP Business Network 

Catalog Wizard

10. Enter the Catalog Name. This becomes the 

“Subscription Name” for this Catalog that will not 

change. The format for this name is set by Rio Tinto.

11. Enter a Description of the content of your Catalog

12. Click Next



Create a Static Catalog  
(4/5)

Creating and Publishing the Catalog:

13. Select your preferred Visibility setting by clicking on 

the relevant radio button  

14. Select the relevant customer checkbox under 

Customers, which you would like the catalog to be 

visible to  

15. If required to view the Catalog Validation Rules, 

click View

16. Review the Content Rules, click Done

17. Click Next 

Note: If the customer is not listed, it means that 

they have not established a relationship with 

your company yet. This is required prior to 

uploading a Catalog to them
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Creating and Publishing the Catalog:

18. Refer to CIF, BMECat and Excel Templates/ 

Guidelines for detailed information on content 

templates. Supported file types are: CIF, XML, XLSX 

and ZIP

19. Click on the Catalog File Format drop-down and 

select the relevant file format 

20. Click Choose File 

21. A pop-up window will appear in the top right-hand 

corner of your browser, locate and choose the file you 

wish to attach, then, click Open

22. Click Validate and Publish 

23. The screen will indicate that the catalog is Pending 

Buyer Validation

Note: Refer to the Notes section for specific 

file/ attachment requirements 
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Pending Buyer Validation
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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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