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Credit Memo – Quantity 
Adjustment

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

How to Create and Finalise a PO Credit 

Memo Quantity Adjustment in the SAP 

Business Network

“I’ve identified the quantity of goods supplied 

was less than previously invoiced, so we need 

to initiate a credit memo.”

Version Number 1.0

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.

Click here for further context on the 

Partial Invoicing Process

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


Create Credit Memo 
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1. From the SBN Home Page navigate to and click the 

Invoices drop-down, then, click Invoices

2. Click the relevant Invoice Number to open the 

Invoice that you are wanting to create a credit memo 

against 

3. Click Create Line-Item Credit Memo 

4. Click the Quantity Adjustment radio button 

5. Enter a Credit Memo Number

6. Confirm or enter the Credit Memo Date

7. Confirm or enter the Supplier Tax ID 

8. If you have multiple remittance addresses, select the 

appropriate address from the drop- down menu 

9. To add tax information for individual line items, click 

the Line level tax radio button under Tax 

Note: This process is only applicable for invoices that 

have been Approved. 

Note: This process should only be performed when 

reducing the quantity of a line item.

Note: Toggling back and forth between quantity 

adjustment and price adjustment will reload the line items.
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Note: For Australia region: confirm or enter VAT ID

For Canada region: confirm or enter Tax ID which is 

equivalent to your GST/HST

For USA region: confirm or enter your Tax ID 

For South African region: confirm or enter your VAT ID

Note: All totals are shown as a Negative

Note: Tax must be added at Line-Item Level

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
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Invoice 3122944906 has been submitted.

10. Scroll down to Supplier VAT and confirm or enter the 

Supplier VAT/Tax ID 

11. Enter the Reason for Credit Memo under Comment

12. Scroll down to Line Items and confirm or enter the 

Quantity  

13. Click on the Tax Category checkbox and select the 

correct Tax rate 

14. Click Add to Included Lines

15. Click Next to review the Line-Item Credit Memo and 

ensure the tax information has been entered correctly 

16. Click Submit to exit where the screen will indicate that 

the Invoice has been submitted 

17. Click Exit
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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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