
Account Administration 
Set Up

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

How to Update Your Tax Information in the 

SAP Business Network

“I have created my SAP Business Network 

account, but I need to update my tax 

information”

Version Number 1.0

Click here for further context on the 

Account Administration Set Process

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


Updating Tax Information 
Asia Pacific 

1. From the SBN Home Page navigate to your initials on 

the top right-hand corner of the screen

2. Click Company Profile 

3. Click Business Information

4. Select the Business tab 

5. Scroll down to Tax Information and confirm or enter 

ABN

6. Confirm or enter State Tax ID 

7. Confirm or enter VAT ID 

8. Click Save to be returned to the SBN Home Page

Note: The State Tax ID and VAT ID is your ABN (11 

digits). Doing this step will alleviate the need to enter 

this information in other documents 

Note: Make sure your ABN Number and VAT ID are 

entered and are the exact match 
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Updating Tax Information 
Canada

1. From the SBN Home Page navigate to your supplier 

initials on the top right-hand corner of the screen

2. Click Company Profile 

3. Click Business Information

4. Select the Business tab 

5. Scroll down to Tax Information and confirm or enter 

Tax ID. This is equative to your GST Registration 

Number 

6. Confirm or enter Supplier GST

7. Click Save to be returned to the SBN Home Page

Note: Make sure your GST number is also entered in 

the Tax ID field. It needs to be populated in both 

places and MUST be an exact match 

Note: The below Tax IDs must also be entered:

GST – Goods and Services Tax

QST – Quebec Sales Tax

PST – Provincial Sales Tax

HST – Harmonized Sales Tax
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Updating Tax Information
USA

1. From the SBN Home Page navigate to your supplier 

initials on the top right-hand corner of the screen

2. Click Company Profile 

3. Click Business Information

4. Select the Business tab 

5. Scroll down to Tax Information and confirm or enter 

Tax ID 

6. Confirm or enter VAT ID 

7. Click Save to be returned to the SBN Home Page

Note: Make sure your Tax ID number is entered in 

the Tax ID field. If VAT registered, your TAX ID 

needs to be populated in both places and MUST be 

an exact match 
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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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