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Submit Order Confirmations, Ship Notices and Invoices with Amtrak on the 

SAP Business Network

Supported Documents

• Purchase Order Confirmations

Apply against a whole PO or line items

Required for all Direct/Inventory suppliers and most 

Indirect suppliers

• Advance Shipment Notices

Apply against PO when items are shipped

Required for all Direct/Inventory suppliers

• Detail Invoices

Apply against a single purchase order referencing a 

line item

Partial Invoices

Apply against specific line items from a single 

purchase order

• Service Invoices

Invoices that require service line item details

• Contract Invoices

Apply against direct invoice BPO contracts

• Line Level Credit Memos

Item level credits; price/quantity adjustments

• Attachments

To Order Confirmations, Ship Notices, and Invoices
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Submit Order Confirmations, Ship Notices and Invoices with Amtrak on the 

SAP Business Network

Supported Documents

• Summary or Consolidated Invoices

Apply one (1) invoice against multiple purchase 

orders; not accepted by Amtrak

• Invoicing for Purchasing Cards (P-Cards)

An invoice for an order placed using a purchasing 

card; not accepted by Amtrak

• Duplicate Invoices

A new and unique invoice number must be provided 

for each invoice; Amtrak will reject 

duplicate invoice numbers unless resubmitting a 

corrected invoice that previously had a failed status 

on SAP Business Network

• Paper Invoices

Amtrak requires invoices to be submitted 

electronically through SAP Business Network

• Service Entry Sheets

• Header Level Credit Memos

Credit memos applied against whole invoices; not 

accepted by Amtrak
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•PO’s starting with 251 are for goods and services and require an Order Confirmation and 

Invoice (No Shipping Notice)

•PO’s starting with 451 are for inventory and require an Order Confirmation, Shipping Notice, 

and Invoice

•PO’s starting with 951 are for construction projects and require an Order Confirmation and 

Invoice (No Shipping Notice)

Submit Order Confirmations, Ship Notices and Invoices with Amtrak on the 

SAP Business Network

Supported Documents



Merging Your First Purchase Order
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Merging Your First Purchase Order Your first Purchase Order from Amtrak 

will come over as an email in the format 

shown in the screen shot. In order to 

submit documents off of this PO in your 

SAP Business Network account, you 

must merge the purchase order into an 

SAP Business Network account.

Click the Process Order button as shown 

in the screenshot
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Merging Your First Purchase Order

If you already have an SAP Business 

Network account, click the Use existing 

account button and log in with your 

credentials. Your PO will be visible in your 

account after logging in. 

If you do not already have an SAP 

Business Network account, click the 

Create new account button to register an 

SAP Business Network account. Once 

registered, you will be logged into your 

account, and your PO will be visible. 



Account Navigation

Workbench
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Account Navigation

Workbench
You’ll use the Workbench on your Home 

Screen, to find documents you received 

from Amtrak and documents you’ve sent 

to Amtrak. (If you do not have any tiles, 

skip down to slide 10.) Click on Orders for 

example
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Account Navigation

Workbench
You can see the Purchase 

Orders here from the last 31 

days. You can click on the 

purchase order number to 

view the purchase order 

details page, or click on the 

Actions dots for more options.
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Account Navigation

Workbench

If you are not seeing your purchase 

order, click Edit Filter. There are many 

options to search by. If you’d like to 

search by purchase order creation 

date, select Creation Date, your Date 

Range, and click Apply
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Account Navigation

Workbench If you know the purchase order number 

you need to find, click Edit Filter and 

under Order Numbers, change Partial 

Number to Exact Number. Enter in the 

purchase order number and click Apply. 
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Account Navigation

Workbench If you’d like to customize your 

Workbench, or need to add tiles, click 

on the Workbench tab at the top. The 

select Customize. 



14Public

Account Navigation

Workbench
1

3

2

Click the + to add a tile

Click the + next to the tile 

you’d like to add

Once complete, click Apply



Purchase Order Details



16Public

Purchase Order Details Page The purchase order details 

page will show the purchase 

order number, status, amount 

and version. It will also show 

who it is from, and who it was 

sent to. 
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Purchase Order Details Page

Scroll down on the page and you 

can view the purchase order line 

item(s). Here you can see the 

Type, Qty, Need by Date, Unit 

Price and Subtotal



Creating an Order Confirmation 
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Creating an Order Confirmation

To start, click Create Order 

Confirmation and Confirm 

Entire Order
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Creating an Order Confirmation
The confirmation number, Est. 

Shipping Date and Est. Delivery 

Date are required to enter. All 

other fields are optional
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Creating an Order Confirmation

Click Next when you are finished
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Creating an Order Confirmation

Please review your order 

confirmation detail. If correct, 

click Submit, and your Order 

Confirmation will be submitted to 

Amtrak



Creating a Ship Notice
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Creating a Ship Notice

To start your Ship Notice, on the 

purchase order details page, 

click Create Ship Notice
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Creating a Ship Notice
The packing slip ID and delivery 

date are required on your ship 

notice for Amtrak. All other fields 

are optional
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Creating a Ship Notice

Click next, when finished filling 

out all fields
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Creating a Ship Notice
Please review you ship notice 

information. If all is correct, click 

Submit. Your ship notice will be 

sent to Amtrak



Creating an Invoice
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Creating an Invoice
To start your invoice, on the 

purchase order details page, 

click Create Invoice and then 

Standard Invoice
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Creating an Invoice

The invoice number and invoice 

date are required for you to enter
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Creating an Invoice
Another required field in your 

SAP Business Network invoice, 

is attaching a copy of your 

invoice. Scroll down on your 

screen to find Add to Header. 

Click Add to Header and choose 

Attachment
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Creating an Invoice

1

2

3

First, click choose file

Select the invoice copy from your 

computer. Click Open

Lastly, click the Add Attachment 

button on your invoicing screen. 

Make sure your attachment is 

listed correctly below. 
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Creating an Invoice
Scroll down on your invoicing screen to 

view the Line Items. Here, you can see the 

same details as what was shown on the 

purchase order details page. If you’d like to 

invoice for a partial amount, you can 

change the quantity here

If there is more than one line 

item, and you do not want to 

invoice on a certain line item, 

you can dis-include that line item 

for your invoice. You are able to 

go back and invoice again, for 

any remaining amounts and 

items. 
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Creating an Invoice

1
2

3

Once your invoice is complete, 

click Next

On the next screen, please 

review your invoice information. 

If something is not correct, you 

can click Previous, to take you 

back to edit. If everything is 

correct, click Submit, to submit 

your invoice to Amtrak.

You can then print a copy of your 

invoice if you’d like, or Exit the 

invoice creation.



Thank you.

Contact information:

© 2022 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to SAP Materials for general audiences.
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