
Account Administration 
Set Up

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

How to Configure Order Routing in the SAP 

Business Network

“I want to receive my Purchase Orders from Rio 

Tinto via email, so I configure order routing in 

my SBN account”

Click here for further context on the 

Account Administration Set Process

Version Number 1.0

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


Configure Order
Routing  

1. From the SAP Business Network Home Page 

navigate to and click your initials 

2. Click Settings

3. Click Electronic Order Routing 

4. Click the Routing Method drop-down under New 

Orders

5. Enter the email address of the person or team 

responsible for processing new orders within your 

organization

6. Click the check box of the email attachment option 

that is most appropriate for your organisation

7. Scroll down to Notifications and click the 

checkbox of the notification option that is most 

appropriate for your organisation

8. Click Save

Note: The default Routing Method is Email

Note: You can enter up to 5 emails by adding a 

comma after entering each email address
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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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