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“Shipping costs were not included as part of the

| Nvo | Ci N g purchase order, so | add them to the invoice”

How to Add Shipping to an Invoice in the SAP
Business Network .

by 7/
- " This process is only supported for suppliers that have had an agreement with Rio Tinto to
’ .
send unplanned freight charges and is not applicable to Australian Suppliers.

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
Invoicing Process


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

Adding Shipping to an
Invoice (1/2)

Orders and Releases

Order Inguiries

From the SBN Home Page navigate to and click the -
Orders drop-down, then, click Orders and Releases
Resend Failed Orders CE f
Click the relevant Order Number to open the
PurChaSe Order Rio Tinto - TEST $10000 AUD Now 2, 2023 nvoiced $10000 AUD
Click the Create Invoice drop- down, then, click o o -
Standard Invoice
2 o GAP  Business Network nterprise Account
Scroll down to Supplier VAT and click the Add to e o
Header drop- down, then, select Shipping Cost Purchase Order: 3000968964 (=]
Create Invoice «
Qrder Detail Order History Standard Inwvoice

From: Line-ltem Credit Memo o purchase Order

Pilbara Iron Co Serv P/L R‘i:Test Supplier AU =+ Invoiced)

15 Terrace Line-item Debit Memo ; ss Al fggﬁ?f;

Version: 2 rsion)

lia
Phone:

Fax:
Email: kade.morton@sap.com Track Order

Add to Header

Shipping Cost
peing 1 Line ltems, 0 Included, 1 Previously Fully Invoiced

Shipping Tax

Note: Shipping costs should only be added when | Shipping Documents
they have NOT already been built into the cost of B [1owasT/asT

2 . . Amount Details
the goods or as part of your trading terms with Rio -
T|nto Epe:'a. HEHC[iI‘lE .1a'cl. ng l:‘ Discount l:‘ Informational Pricing

Part # Description Customer Part # Quantity Unit Unit Price Subtotal

Additional Reference Decuments and Dates
Comment

Attachment




Adding Shipping to an
Invoice (2/2)

Shipping Cost
Shipping Amount: Shipping Date Remove

Update l Save l l Exit l Next

Under Shipping Cost enter the Shipping Amount

Click Update

Scroll down to Supplier VAT and click the Add to
Header drop- down, then, select Tax

Add to Header »

Under Tax, confirm or select the correct Tax
Category

Tax

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Shipping Cost

Click Next to complete your invoice s v
Shipping Documents
' Amount Details
2 Discount Informational Pricing
Specnal Handlmg Description Customer Part # Quantity Unit Unit Price Subtotal
Additional Reference Documents and Dates Line 1 10 EA $1,000.00 AUD $10,000.00 AUD
Comment
Price Unit
Attachment =
[ Lmer\tem Actions w Detet‘e‘ AW__
Tax
(@) Header level tax Line level tax
ategory:* | 10% GST/GST I - N Remove
axable Amount: | $40,000.00 AUD

Location
0): 10
Description: GST t: $4,000.00 AUD

Regime
Exempt Detail: | (no value) v

o [ soe ][ oo




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

	Slide 1
	Slide 2: Adding Shipping to an Invoice (1/2)
	Slide 3
	Slide 4: Need more help? 

