
SAP Business Network 
(SBN)

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

How to register supplier master data with Rio 

Tinto on SBN

“We are wanting to manage our supplier data 

ourselves through SBN and have received an 

email invitation from Rio Tinto to register ”

Version Number 1.0

We strongly recommend that all supplier's representatives register themselves by 

Multi-Factor Authentication (MFA), which will provide additional layer of security to 

protect user account and linked data. Click here for instructions on setting up MFA. 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.sap.com%2Fdocs%2Fbusiness-network-for-trading-partners%2Fseller-account-settings-and-profile-configuration%2Fhow-to-configure-multifactor-authentication-settings-0b96daf17fdb4333990b93f00d066cf9%3Fq%3DMFA&data=05%7C02%7CLaura.Roberts%40riotinto.com%7Cfa6198cc299345c4bbcb08dc41906fb0%7C4341df80fbe641bf89b0e6e2379c9c23%7C0%7C0%7C638457335812180845%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=U63Q0FB0gEPs2%2BghtMUE5tE6j%2B884ugV1mKBMvfl0%2Fs%3D&reserved=0


Register supplier master data 

The Invitation to Register:

1. On receipt of the “Invitation – Supplier Registration 

with Rio Tinto” email from Rio Tinto; select “Click here” 

link to start the registration process.

Note: If you have any additional concerns regarding 

this invitation and registration, please visit the Rio Tinto 

website (www.riotinto.com). Follow these steps:

1. Click on “About”.

2. Select “Suppliers”.

3. Navigate to the section on “Supplier Portals”.

4. There, you’ll find detailed information about 

the SAP Business Network (SBN)
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Registering as an existing SBN user:

2. If your company already has an account with SAP 

Business Network; click Log in.

3. Enter in your SAP Business Network (SBN) 

Username. This being either the ANID number or 

SBN ID.

4. Enter in your Password.

5. Click Continue to register.

Note: If you are unsure if your company already has 

an SAP Business Network account, please check 

internally with the relevant team managing customer 

invoices. Signing up again will create a completely 

new account which is not recommended.

Note: Rio Tinto strongly recommends that all 

supplier's representatives register themselves by 

Multi-Factor Authentication (MFA), which will provide 

an additional layer of security to protect user account 

and linked data. Click here for instructions on setting 

up MFA. 
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Registering as a new SBN user:

6. If your company has not got an account with SAP 

Business Network (SBN); click Sign up.

7. Your Company Name will be pre-populated. If this is 

incorrect, please amend accordingly.

8. Enter in your Company’s Country/Region.

9. Enter in your Company’s Address. If your company 

has multiple locations; please enter your main office 

address.

Note: If you are unsure if your company already has 

an SAP Ariba account, please check internally with 

the relevant team managing customer invoices. 

Signing up again will create a completely new 

account which is not recommended.

Note: Rio Tinto strongly recommends that all 

supplier's representatives register themselves by 

Multi-Factor Authentication (MFA), which will provide 

additional layer of security to protect user account 

and linked data. Click here for instructions on setting 

up MFA.
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Registering as a new SBN user:

10. Your name will be automatically populated. Edit this 

accordingly if this is not correct.

11. Your Email Address will be automatically populated in 

line with the email address that received the invitation.

12. Tick Use my email as my username if this is your 

preference or create your unique Username as per the 

email format requirements.

13. Create your Password, aligning this to the character 

requirements.

14. If required; select the language for future notifications. 

15. Enter in the email address that receives purchase 

orders within your company. 

Note: Additional users can be added once the 

account has been set up.
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Registering as a new SBN user:

16. Enter information on your company’s Products and 

Services, along with your company’s Ship-to or 

Service Locations. Use the Add or Browse 

functionality if required.

17. Based on your country it is recommended you provide 

your Tax ID.

18. Prior to account creation please review the terms and 

statements and tick accordingly to proceed.

19. Once completed click on Create account and 

continue.

Note: Additional users can be added once the 

account has been set up.
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The Supplier Registration Questionnaire:

20. Review the Rio Tinto Policies and select your 

acceptance.

21. The Registered Company Name will be 

automatically populated, amend accordingly if 

incorrect. Enter your company’s Trading Name if 

applicable.

22. Complete all Company telephone contact details. 

These would be the main head office details where 

possible.

Note: All mandatory fields are marked with  *

Note: Click Save draft to save the questionnaire 

at any point and if you have further questions, 

these can be raised through the Event Messages 

or via the contact details on the Rio Tinto -

Supplier Portals - SBN Supplier Master Data 

Management site 
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The Supplier Registration Questionnaire:

23. Complete all relevant fields for your Company’s main 

address.

24. Enter in the Internet homepage address, if 

applicable.

25. Enter the company email address that should be 

receiving Purchase Orders from Rio Tinto along with 

the email address for the Accounts Receivable team 

that should be receiving Remittance Advice and 

invoice queries. (If supplier is not transacting with on 

SBN).

26. Enter the Company’s Finance Manager and contact 

details.  

Note: If you have multiple locations use the Head 

office location.

Note: It is recommended that shared mailboxes are 

provided instead of individual’s mailboxes where 

possible.
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The Supplier Registration Questionnaire:

27. Click on Add Bank Information in the Bank 

Information section.

28. A new screen will open. Click on Add Bank 

Information.

Note: Multiple bank accounts can be added but only 

one bank account per account currency is permitted. 
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The Supplier Registration Questionnaire:

29. Select the Bank Type depending on if the account is 

a Domestic or Foreign account.

30. Complete the Bank and Branch details.

31. Enter in the Account Holder Name.

32. Accurately complete the company’s bank details. 

These will be further validated prior to transacting.

33. If your bank account’s region has additional 

categorization requirements, these options will be 

reflecting in the Bank Control Key. Select from the 

drop-down options where applicable.

Note: If the bank account currency is not that of your 

company’s country, then select “Foreign”. 

Note: The Account Holder name is the name the 

account is with, which does not always align to 

Account Name.

Note: The Bank Account field requirements will differ 

depending on the country of the supplier.

Note: Multiple bank accounts can be added but only 

one bank account per account currency is permitted. 
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The Supplier Registration Questionnaire:

34. Enter the Payment currency, which is the currency 

the bank account is set up in.

35. If this bank account has an Intermediary Bank, 

complete the details here.

36. If your company has other bank accounts in different 

currencies, click on Add an additional Bank 

Information and follow steps 29-35 for the additional 

banks.

37. Once completed, click Save to add the bank details 

entered; and go back to the main questionnaire.

38. Confirm if you have a registered Pay ID and enter in 

the ID if applicable in the Pay ID field on selection of 

“Yes”.

Note: Multiple bank accounts can be added but only 

one bank account per account currency is permitted.

Note: Example of a Pay ID is a UPI in India or a 

BPAY in Australia. 
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The Supplier Registration Questionnaire:

39. Click on Add Tax Information to provide your 

company’s tax details.

40. A new screen will open. Click on Add Tax 

Information.

41. Enter the Tax Country/Region which will drive the 

Tax information field requirement for that Country.

42. Enter in the Tax ID reference.

43. Click Save to add the tax details entered; and go back 

to the main questionnaire.

Note: The Tax field requirements will differ 

depending on the country of the supplier.
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The Supplier Registration Questionnaire:

44. Rio Tinto requires all suppliers upon registration to 

attach one of the mandatory documents.

45. Click Attach a file and locate the mandatory 

document on your system.

46. If there is a preference to add further documents, 

select “Yes” to open the functionality to add more.

47. For countries that have tax supporting documentation, 

Click Attach a file, and locate the supporting 

document on your system.

48. If there is a preference to add further documents, 

select “Yes” to open the functionality to add more.

49. If there are any additional comments to support this 

registration, enter these in the Comments field.

Note: If attaching Bank account details mentioned 

on letterhead, make sure this is a PDF file to support 

the non-editable document requirement.

Note: Example of documents to verify Tax details 

would be the W-8 form in the United states. The Tax 

document is not a mandatory requirement.
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The Supplier Registration Questionnaire:

50. Review the Declaration Statement and select “Yes” 

from the drop-down for each statement line 

agreement. 

51. Review the full questionnaire and click Submit Entire 

Response once confirmed correct.

52. If any fields or attachments have been missed, an 

error box will appear. This will advise what 

amendments are required. Make these corrections to 

be able to submit.

Note: If further information is required on the 

declaration; please contact the master Data team as 

per contacts located on the Rio Tinto – Supplier 

Portals – Supplier Master Data Management site.
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The Supplier Registration Questionnaire:

53. Once successfully submitted, click OK.

54. Your submission will show as successfully submitted 

and will now be reviewed internally within Rio Tinto, 

prior to updating.

As a reminder, Rio Tinto strongly recommends that all 

supplier's representatives register themselves by Multi-

Factor Authentication (MFA), which will provide an 

additional layer of security to protect user account and 

linked data. Click here for instructions on setting up MFA.

Note: Updates to the data submitted can be 

amended as any time. Go to the Rio Tinto - Supplier 

Portals - SBN Supplier Master Data Management 

site for training material.

Note: If you have further questions, these can be 

raised through the Event Messages or via the 

contact details on the Rio Tinto - Supplier Portals - 

SBN Supplier Master Data Management site 
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Further information on SAP Business Network can be found on the Rio Tinto - Supplier 

Portals site.

If you have any further questions regarding managing your supplier master data on the 

SAP Business Network, please find contact details on Rio Tinto - Supplier Portals - SBN 

Supplier Master Data Management site.

Need more help? 
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