
Order Processing 

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

How to Reject Purchase Orders at a Line-

Item Level in the SAP Business Network

“The PO includes a material item I no longer 

supplier, so I reject that particular line item”

Version Number 1.0

Rejecting line items should only be used for superseded parts or goods that are no longer 

available. All other scenarios require an order confirmation with changes to be sent. To learn 

how to action this process, refer to Updating Line Items 

Click here for further context on the 

Order Processing Process

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


Rejecting a Line Item 
(1/2)

1. From the SBN Home Page navigate to and click 

the Orders drop-down, then, click Orders and 

Releases​

2. Click the Order Number to open the order

3. Click Create Order Confirmation drop- down, 

then, click Update Lines

4. Enter the Estimated Delivery Date

5. Scroll down to Line Items and enter the number 

of items to Confirm under Schedule Lines

6. Enter the total of the quantity you need to Reject

7. Click Details

3

4

5
6

7

2

1



Rejecting a Line Item 
(2/2)

8. Click the Rejection Reason drop-down and select 

the appropriate reason for the rejection

9. Click Ok

10. Repeat Steps 5 to 9 for all line items that require 

rejection

11. Select the Rejected radio button under Current 

Order Status

12. Click Next to review the Confirmation Update 

and ensure all the details are accurate

13. Click Submit

14. You will be returned to the Purchase Order 

Screen where the order status will now indicate 

that the order has been Partially Confirmed
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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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