RioTinto| AN

“l need to provide additional documentation

Service Order Invoici ng that applies to the service order, so | add

attachments to the invoice”

How to Add an Attachment at a Header Level
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

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

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

E!:‘ Business Network v Enterprise Accoun < Q @ MDP

Add Attachment at a
Header Level (1/2)

From the SBN Home Page navigate to and click
the Orders drop-down, then, click Orders and

Releases

Purchase Order: 3122944946

ces Vv Payments ¥ Catalogs ¥ Reports Vv Messages Assessments Create v | seo

Order Inquiries.

Order Number T Customer Amount Date Order Status Amount Invoiced Actions

Rio Tinto - TEST $2000AUD  Nov 20, 2023 Confirmed

3029029205 Rio Tinto - TEST $10000 AUD Oct 26, 2023

Confirmed

Click the relevant Order Number to open the
Purchase Order

Greate invoice - |l
Click the Create Invoice drop- down, then, click orderDomt | Odorpisory
Standard Invoice

Standard Invoice

Line-ltem Credit Memo

Enter the Invoice Number ekt Line-ftem Debit Memo 5122544546
Confirm or enter the Invoice Date s i
Confirm or enter the Supplier Tax ID o
oice #:* | 345678912 ot Tox. 3000 AUD
If you have multiple remittance addresses, you B
can select one that applies from the drop- down U nvoice Dete: ] 4 pec 200 =
menu Supplier Tax ID:* | 47073690230 @
Scroll down to Supplier VAT and confirm or enter RemitTo | PENSKE POWER SYSTEMS (10060204) vp
the Supplier VAT Number
Click Add to Header drop-down, then, select Supplier VAT
Attachment Supplier VAT Tax ID:* | 156841653
Note: Only confirmed purchase orders can have an
Invoice created
Add to Header » LS
For AUStralla reglon Conflrm Or enter VAT ID LT : 0 Line Items, O Included, O Previously Fully Invoiced
For Canada region: confirm or enter Tax ID which is Sripping Cost .
equivalent to your GST/HST Shipping Documents s L. —
For USA region: confirm or enter your Tax ID semount el TR
For South African region: confirm or enter your VAT ID Special Handiing " e -
Additional Reference Documents and Dages e e T s 211 [ —
-
u

Attachment




Attachments

Add Attachment at a )
Header Level (2/2) o) )

Capture?.JPG

Orgenize +  New folder E- o @

Delet
S Yesterday (7) .

s Quickaccess

10. Click Choose File under Attachments

] Documents - Capture? Date taken: 23/11/2023 10:57 AM
4 Downloads Size: 62.9 KB
i ” h h fI =] Pictures — Capture6 Date taken: 23/11/2023 10:56 AM
11. A pop-up window will appear, choose the file you o Sae 1302
. - E=) : 23/11/: : N u iy | v
W|Sh '[O attaCh and CI|Ck Open Line ltems Deck Examples Capture5 IS‘a(EE;azLSEEEZR 11/2023 10:55 AM Select a il Items, 0 Included, 0 Previously Fully Invoiced
QRGs . "L

SEN Project - Capture4 Date taken: 23/11/2023 10:43 AM

. Insert Line Item Options Sizer
12. Click Add Attachment o T S
Retail Details Tax Category 10% - Add to Included Lines
i | Capture3 Date taken: 23/11/2022 10:05 AM i -

nt Informational Pricing L_JUTEE Size: 58.1 KB
13. Click Next, then, review your invoice to ensure the = & Network | Caoture2 Dese taken: 23/11/2023 847 AM
. . No. No. No. nclude T [ - Cize 109 KB L Unit Price Subtotal
tax information has been entered correctly 0 A — -
Cancel
14. Click Submit to exit where the screen will indicate e tem Actons +_| [ Dotete

that the Invoice has been submitted EnEn

. Click Exit

L5

Business Network . Enterprise Account

Create Invoice

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 g

Standard Invoice / Tax Invoice

345678912 Subtotal: $2,000.00 AUD
Inv Monday 4 Dec 2023 12:00 PM GMT+08:00 Total Tax $200.00 AUD
Original Purchase Order: 3122944946 Amount Due: $2,200.00 AUD
REMIT TO: BILLTO: SUPPLIER:
Note: Mu|t|p|e attachments can be added Rio Test Supplier AU Pilbara Iron Co Serv PIL Retail Services
E ’
i I Postal Address: Postal Address (Pilbara Iron Company (Services) Pty Lid): Postal Address:
however thelr Com blned Value m USt nOt exceed PENSKE POWER SYSTEMS (10060204) 152 St Georges Terrace 12 Erin Way
1OM B HAZELMERE WAU 6055 Perth WA 6000 Brisbane QLD 4000
Australia Australia Australia

Remit To ID: 10060204
Phone : +61 () 08 9327 2327

Note: If the tax information entered is inCOfreCt, Tax ID of Supplier: 47073690990 Fax : +61 () 08 9327 2346
click Previous to edit

Note: |fiti3requir6dt0PrinttheinVOice,referto Immice3455?8912hasbeen5ubmit[ed_ EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
Print Finalised Invoices to learn how to action this
process Lu

=ny

» Exit invoice creation.



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

Add Attachment at a
Line-ltem Level (1/3)

From the SBN Home Page navigate to and click

EE:’ Business Network ~ Enterprise Accoun “ Q @ wMDP

Home  Enablement  Discovery ¥  WorkoWl voices ¥  Payments ¥  Catalogs ¥  Reports ¥  Messages  Assessments Create ~ | =on

the Orders drop-down, then, click Orders and oreers pET——
Releases —— Amount Date Onder Status 1 e | Gl
Click the relevant Order Number to open the 122345025 Rlo o - TEST SIO000CAD. - Dec 12,2023 conmes
Purchase Order s122945098 R Tina - TEST SIGEBUSD  Jan 4. 2024 Confirmed $16698 UsD
GAP~ Business Network Enterprise Account Q]

Click the Create Invoice drop- down, then, click
Standard Invoice Purchase Order: 3122945023

Enter the Invoice Number

Confirm or enter the Invoice Date OnderDotall [/ Order History

Create Invoice «

[En]

Standard Invoice

Line-ltem Credit Memo
From: Purchase Order

Rio Tinto Alcan Inc S e i b (Confirmed)
400-1190 Avenue des Canadiens-de-Montrea Line-ltem Debit Memo 3122045023

Montreal QC H3B 0E3 Brisbane Victoria 4000 Amount: $10,000.00 CAD

Confirm or enter the Supplier Tax ID

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

v Invoice Header

Subtotal: $0.00 CAD
Total Tax:  $0.00 CAD
Amount Due: $0.00 CAD

Invoice #:* | INVO87654321

Scroll down to Supplier VAT and confirm or enter
the Supplier VAT Number

" | 4 Dec 2023

—
. - :* | 47073690990 Q
Note: Only confirmed purchase orders can have an
Invoice created Remit To PEMNSKE POWER SYSTEMS (10060204) v

For Australia region: confirm or enter VAT ID

For Canada region: confirm or enter Tax ID which is
equivalent to your GST/HST Supplier VAT/Tax ID:* | 156841653
For USA region: confirm or enter your Tax ID

For South African region: confirm or enter your VAT ID

Supplier VAT




Add Attachment at a
Line-ltem Level (1/3)

Scroll down to Line Items and click
the checkbox of the required line item

. Click on the slide bar to include the line item

. Click the Line-Item Actions drop-down and select
Attachment

. Click on Choose File

. A pop-up window will appear. Select the file
required from your personal device, then, click
Open

. Click Add Attachment (to add additional
attachments repeat Steps 4 to 7)

. To remove the attachment, select the checkbox
next to the document, then, click Delete

. Click Next, then, review your invoice to ensure the
tax information has been entered correctly

Note: Multiple attachments can be added,
however their combined value must not exceed
10MB

Line Items
Include Type Part # Description
SERVICE TEST service
Service Period Service Start Date: =
Tax Category:* | 10% GST/ GST
Location:
Description: GST
Regime:
a Line Item Actions v R0
[ ]
Edit -
[ ]
[ ]
Add [ ]
[ ]
Retail Details -
= [ ]
' [ ]
s
Discount -
[ ]
Comments | =
[ ]

g total size of all attachments cannot exceed 10MB

Test Attachment.docx 17718

application/vnd.ope

1 Line ltems, 1 Included, O Previously Fully Invoiced

The total size of all attachments can ed 10MB
- ndd A
| Choose File | No file chosen Add Attachment

Attachments

Customer Part # Quantity Unit Unit Price Subtotal
1 1 $1,500.00 USL $1,500.00 USL
Service End Date: ==
T Remove
axable Amount: | $1,500.00 USD
10
nt: $150.00 USD
Exempt Detail: | (novalue) ~
€ Open *
4 & » ThisPC > Downloads
Orgunize v Newfolder -0 e
# Quick access e
- Test Attachment
i w ) .
- c«e)-u.nc oite (¢
= hispc B
@ Netwa ,;
B Auz291
n
. 13
n
. [ Open |
0 File name: Al files
0 : Open Cancal
- L]
n
Size (bytes) Content Type
272566 application/vnd.openxmifermats-officedocument.wordprecessingml.document




Add Attachment at a
Line-ltem Level (1/3)

17. Click Submit to review the confirmation that the
Invoice has been submitted

Business Network Enterprise Account

18. Click Exit Previous Save Submit ‘

archive old invoices once you subscribe to the archiving service.

Create Invoice

Flll.

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'8

Standard Invoice / Tax Invoice

er: INV987654321 Subtotal. $1,500.00 USD
Wednesday 10 Jan 2024 11:25 AM GMT+08:00 Total Tax $150.00 USD
er: 3122945098 Amount Due: $1,650.00 USD

REMIT TO: BILL TO: SUPPLIER:

Rio Test Supplier AU Pilbara Iron Co Serv PiL Retail Services
Postal Address: Postal Address (Pilbara Iron Company (Services) Pty Ltd): Postal Address:
PENSKE POWER SYSTEMS (10060204) 152 St Georges Terrace 12 Erin Way
HAZELMERE WAU 6055 Perth WA 6000 Brisbane QLD 4000
Australia Australia Australia

Remit To ID: 10060204
Phone : +61 () 08 9327 2327

Tax ID of Supplier: 47073690990 Fax : +61 ( ) 08 9327 2346
Business Network Enterprise Account

I"vﬂice |Nvga?554321 haSbEEn Submitted_ IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

acopy of the invoice.

oice creation.

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

Note: If it is required to Print the invoice, refer to
Print Finalised Invoices to learn how to action
this process



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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