
Order Processing

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

How to Locate and Review Purchase Orders  

in the SAP Business Network

“I locate the PO by filtering my search based on 

the order status because I need to make 

changes to the document”

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


Locating a PO via Order 
Status 

1. From the SBN Home Page navigate to and click 

the Orders drop-down, then, click Orders and 

Releases

2. Click Edit Filter

3. Click Show More

4. Click the Order Status drop-down, then, click 

Include or Exclude

5. Click the drop-down icon or type the Order Status 

you wish to locate in the search field (e.g. 

confirmed, shipped, received, etc) 

6. Click Apply, to display the Purchase Orders 

7. Click the relevant Order Number to view the PO

8. Once you have finished viewing the PO, click 

Done
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Note: There are a number of different fields that you 

can use to refine your search for a PO. These include 

customers, order number, creation date, etc. 

Note: When refining the search, a number of order 

status variations may be included
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Locating a PO via Order 
Number

1. From the SBN Home Page navigate to and click 

the Orders drop-down, then, click Orders and 

Releases 

2. Enter the Order Number 

3. Click on the relevant radio button 

4. Click Apply 

5. Click the relevant Order Number to view the PO

6. Once you have finished viewing the PO, click 

Done
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Note: Take note of the Order  Status of the PO you 

wish to view before clicking on the relevant Order 

Number 

 



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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