RioTinto| AN

“I have provided unexpected services which

SerVi ce Ord er |nvoici ng were not initially planned, so | create an

unplanned service order invoice”

How to Submit an Invoice for a Service
Purchase Order in the SAP Business Network

P /  Rio Tinto Business Rules stipulate that you must confirm a PO before creating an invoice. If
_, \_ the Create an Invoice button is greyed out it is an indication that the PO needs to be

confirmed.

If you see this light bulb, it is a note or additional reminder. Version Number 1.0

Click here for further context on the
Service Order Invoicing Process


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

Submit an Invoice for a
Service Purchase Order

EAE‘:' Business Network + Enterprise Account

« QO @ MDP
(1/3) Home Enablement Discovery ¥ Workbench L '@I’L’l’i‘l"’; l .e# 8= ."Ef: ces V Payments ¥ Catalogs Vv Reports ¥ Messages Assessments Create v | s
. . Ord
1. From the SBN Home Page navigate to and click the e R
orders drop-downl then! CIICk Orders and Releases Order Number Customer Amount Date Order Status - Amount Invoiced Actions

Click the relevant Order Number to open the Purchase 3122944956 RioTrto - TEST STLISUSD  Now 22,2023 confiimes 2610635 U5D
Order 3122944957 Rio Tinto - TEST $26971.75 USD Nov 22, 2023 Confirmed $26106.35 USD
Click the Create Invoice drop- down, then, click

. P Purchase Order: 3122944956 [ oo ]
Standard Invoice 3
Enter the Invoice Number Create Invoice v ERbl L e

i ' Standard Invoice ‘ EEEN l.
Confirm or enter the Invoice Date Oriereel [ Orterfbioy Line-item Credit Memo
Confirm or enter the Supplier Tax ID. Refer to Pt o Co ar 1 Lme_lti’;?:?f?:? v ?dd
Updating your Tax Information to learn how to add your
Tax ID to reduce data entry.
¥ Invoice Header * Indi

If you have multiple remittance addresses, you
can select one that applies from the drop- down menu

Summary

View/Edit Addresses

Invoice #% | 123456789A8A

| Subtotal: $0.00 USD
Total Tax: $0.00 USD
Amount Due: $0.00 USD

To add tax information for individual line items, click the

Line level tax radio button under Tax

e Date:  *| 11 Dec 2023

Supplier Tax 1D:* | 47073690990
Remit To PENSKE POWER SYSTEMS (10060204) vp

Note: Only confirmed purchase orders can have an Invoice
created.

Note: The invoice Subtotal, Total Tax and Amount Due
display a “zero” dollar value. This is correct. Suppliers need Tax
to add the items to the invoice.

I @) Line level tax

Header level tax

Note: For Canada when adding tax at the line-item level step
9 must be repeated twice; once for GST (5%) and once for
QST (9.975%) or one for GST (5%) and once for PST(7%).
The action may be required-twice depending on the taxes
being calculated.



https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-update-tax-information.pdf

Submit an Invoice for a

Service Purchase Order

Supplier VAT

Supplier VAT/Tax ID:* | 156841653

(2/3)

Add to Header

.IIIIII | "g:_

I J Tax Category

10% GST/ GST

‘ Informational Pricing

Include Type

u Shipping Cost
9. Scroll down to Supplier VAT and confirm or enter the . Shipping Tax
Suppller VAT/TaX ID : Shipping Documents
. | Amount Details
10. To add proof of service delivery, add an Attachment. . Specicl Handing
Refel’ tO Addln an Attachment tO an |nVO|Ce tO |earn : Additional Reference Documents and Dates
how to action this process .

Line Item Actions v

. Click on the Tax Category checkbox and select the

-m 1 Attachment '

Cape Lamb Fast Start Implementation

correct Tax rate

. Add/Update General Service Line Items. Refer to

Adding a General Service to Invoice to learn how to
action this process .

Line Items

. Enter the Description, Quantity, Unit of Measure and
the Unit Price

Insert Line Item Options

. Click Update

No. Include
Note: For Australia region: confirm or enter VAT ID v *
For Canada region: confirm or enter Tax ID which is e ‘.
1

equivalent to your GST/HAST
For USA region: confirm or enter your Tax ID
For South African region: confirm or enter your VAT ID

Service Period

Line Item Actions

Note: Attachments may need to contain all relevant sign-off
documents that service was completed on site if required to
enable approvals.

Note: Tax must be added at a line-item level, and it is
advised that taxes are added after all items have been
updated as multiple taxes may be added.

Description

Customer Part #

Customer Part # Quantity

Quantity Unit

0 Line ltems, 0 Included, 0 Previously Fully Invoiced

Add to Included Lines

Customer Part #

Quantity Unit

2 2

$1,500.00 USC

Unit Subtotal
Add/Update
Add General Service
Add Labor Service
Add Material
T ] (o ) (o)
1Line ltems, 1 Included, U Previously Fully Invoiced
Add to Included Lines
Unit Price Subtotal
Add/Update v
Unit Price Subtotal

$3,000.00 USC

Delete

Retail Details Tax Category: 10% GST/ GST
Discount nformational Pricing

Type Part # Description

ape Lamb Fast Start Implementation

Type Part # Description

SERVICE

2 Consulting Services

Service Start Date: ]
Delete

Service End Date:

Update

Save Exit



https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-add-manage-attachments.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-add-general-service-line.pdf

Submit an Invoice for a :
Service Purchase Order - =

15. If the unplanned spend error appears, this
means the purchase order does not have

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

enough funds remaining to allow submission of Line ftems
your invoice value. Contact your Rio Tinto site insert Line ttem Optons
representative to discuss amendments to the roatoeste | JTecasgm: | towast a7 Add to Included Lines
original agreed value. N - T‘ o =il . p— e o o
. Click Add to Included Lines ' . i e
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price
. Click Next, then, review your invoice to ensure : ® Consulting Services 2 2 $1500.00 US amma
the tax information has been entered correctly N _ N —
. Click Submit to exit where the screen will e e Ao P

indicate that the Invoice has been submitted

. Click Exit

Update Save

Note: Your Rio Tinto site representative is on the
purchase order, in the “Other Information” section under
“Show Item details”. Refer to Locate Service Orders”.

SAP~ Business Network . Enterprise Account

Create Invoice : L Previous Save Submit Exit

Note: The subtotal is displayed, confirm the total is
correct. Add further items if required.

Confirm and submit this document. If you want your invoices to be stored in the SAP Business Network long term document archiving, you can subscribe to an archiving service. Note that you will also be 3 chive old invoices once you subscribe to the archiving service.

Standard Invoice / Tax Invoice

Note: If the tax information entered is incorrect, click
Previous to edit.

ber: 123456789AAA Subtotal: $2,000.00 USD
Monday 11 Dec 2023 12:00 PM GMT+08:00 Total Tax: $200.00 USD
3122944956 Amount Due: $2,200.00 USD

Invol

Criginal Purchase
Note: If required Print the invoice, refer to Print Finalised REMITTO: BILLTO: SUPPLIER:
Invoices to learn how to action this process.

Invoice 123456789AAA has been submitted. fasssssssssasnsasannssannannanannnnnnnnnnannnnnnnnnnnnnnnn

Exit invoice creation.



https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-locate-review-po.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-print-export-download.pdf
https://cdn-rio.dataweavers.io/-/media/content/documents/suppliers/rt-print-export-download.pdf

Need more help?

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.

AN


http://www.riotinto.com/sbn
http://www.riotinto.com/sbn
http://www.riotinto.com/sbn
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