
Invoicing 

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

How to Locate an Invoice in the SAP Business 

Network 

“I want to check the current status of an invoice 

to track its progress”

Version Number 1.0

Click here for further context on the 

Invoicing Process

https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-supplier-playbook.pdf


Locating an Invoice via 
Invoice Status 

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

Invoices drop-down, then, click Invoices

2. Click Show More

3. Click the Invoice Status drop-down, then, select the 

relevant status you wish to search by

4. Click Apply

5. View the Invoice Status column to see those that 

match your filtered search
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Note: You can click on the Invoice Status Header to 

sort the status list in alphabetical order 
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Glossary 

Status Definition Scenario

Sent The invoice is in the Rio Tinto system. A vendor in the SAP Business Network (SBN)  generates and submits an 

invoice for completed goods/ services. 

Approved Rio Tinto has approved the invoice for payment. After a successful transaction in the SBN, the vendor generates an invoice 

which undergoes an approval process. 

Paid The invoice has been paid. Following approval of an invoice, the invoice is process and integrated with 

the buyer’s ERP system and concludes with a successful payment 

transaction. 

Rejected The invoice has failed validation on the Ariba Network or Rio Tinto has 

rejected the invoice.

Upon review, a rejected invoice in the SBN signals discrepancies or issues, 

prompting the need for correction before resubmission. 

Cancelled Supplier has cancelled the invoice. In the SBN, a cancelled invoice occurs when a transaction is voided, 

requiring annulment of the corresponding invoice due to unforeseen 

circumstances or changes in agreement. 

Outlined below are the invoice statuses that you may come across in the SAP Business Network. 

https://help.sap.com/docs/ariba/ariba-glossary/sap-ariba-glossary#loioa784eae0f6864284959945a77caef3dc__term_invoice


Locating an Invoice via 
Invoice Number

1. From the SBN Home Page navigate to and click 

the Invoices drop-down, then, click Invoices 

2. Enter the Invoice Number 

3. Click on the relevant radio button 

4. Click Apply 

5. Click the relevant Invoice Number to view the 

Invoice

6. Once you have finished viewing the Invoice, click 

Done
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Note: Take note of the Invoice Status of the Invoice 

you wish to view before clicking on the relevant 

Invoice Number 
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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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