
Printing, Exporting 
and Downloading

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

This below QRGs will provide you with 

step-by-step guidance on how to Print, 

Export and Download documentation 

from the SAP Business Network. 

Version Number 1.0

“I require offline versions of documentation hosted in 

my SBN account, so I print, export or download it 

onto my personal device.”
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Click here for further context on the 
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Process

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


“I would like a hard copy of a Receipt or Remittance which I have generated, so I print it from my SBN 
account.”

Print Receipts and Remittances



Printing Receipts and 
Remittances

1. Locate and open the required receipt. To learn how to 

action this process, refer to Locating and Viewing 

Receipts 

2. Click Print, to review the printing preview, then, click 

Print

3. Locate and open the required remittance. To learn 

how to action this process, refer to Locating 

Remittances Advices

4. Repeat steps 1-3 to print the Remittance
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https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-view-receipts.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-view-receipts.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-remittance-advice.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-remittance-advice.pdf


“I need to export the Receipt or Remittance which I have generated, so I action this from my 
SBN account.”

Export Receipts and Remittances



Exporting Receipts and 
Remittances

1. Locate and open the required receipt. To learn how to 

action this process, refer to Locating and Viewing 

Receipts

2. Click Export cXML to initiate the download which will 

appear in the upper right-hand corner of the browser

3. Locate and open the required remittance. To learn 

how to action this process, refer to Locating 

Remittances Advices

4. Repeat steps 1-3 to export or download the 

Remittance
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https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-view-receipts.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-view-receipts.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-remittance-advice.pdf


“I have finalised my invoice and would like a hard copy, so I print the invoice from my SBN account.”

Print Finalised Invoices



Printing Finalised 
Invoices

1. Locate and open the required Purchase Order. To 

learn how to action this process, refer to Locating and 

Reviewing Purchase Order

2. Finalise the invoice. To learn how to action this 

process, refer to Submitting an Invoice for 

Material/Goods Orders 

3. Click Print to review the printing preview 

4. Click Print

Note: If the required invoice is a Partial Invoice, refer 

to Creating and Finalising a Partial Invoice to learn 

how to action the process
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https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-submit-invoice.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-submit-invoice.pdf


“I would like hard copy of my PO, so I print it from my SBN account.”

Print Purchase Orders



Printing Purchase 
Orders

1. Locate and open the required Purchase Order. To 

learn how to action this process, refer to Locating and 

Reviewing Purchase Order

2. Click Print Icon, then, select the relevant printing 

option

3. Review the printing preview 

4. Click Print
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https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf


“I would like soft copy of my PO, so I download and save it onto my personal device.”

Download Purchase Orders



Downloading Purchase 
Orders

1. Locate and open  the required Purchase Order. To 

learn how to action this process, refer to Locating and 

Reviewing Purchase Order

2. Click the Download Icon, then, select the relevant 

download option. The download will appear in the 

upper hand corner of the browser
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https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf


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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