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Goods Purchase 
Order Processing

1. How to Confirm an Entire 
Goods Purchase Order in SAP 
Business Network

The Purchase Order has been reviewed, and 

the pricing and quantity is correct.  All the 

goods ordered can be provided at the 

required date.  

Note:  

1. The process of Confirming an Entire Order 

should only be actioned if all the requested 

items and quantities on the PO can be 

supplied by the required date.

2. By accepting the PO, you are agreeing with 

Fortescue’s PO terms and conditions
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1. From the SBN Home Page, navigate to Orders and select Purchase 

Orders

2. Under Order Status, select New and Changed

3. If required, change the Creation Date filter from the default 31 days to 

a longer period, i.e. 90 days

4. Click on Apply

Confirm the Entire Purchase Order
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5. All the Purchase Orders that require confirmation will be displayed

6. Select the Purchase Order number to be reviewed and confirmed

Confirm the Entire Purchase Order
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7. At top left of page, click on Create Order 

Confirmation 

8. Select Confirm Entire Order 

Confirm the Entire Purchase Order
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9. Enter a Confirmation Number # (mandatory field).   

This is a unique identifier that can be used to identify 

the order confirmation.

10. The Supplier Reference field is optional.  This 

information is not transferred to the buyer’s ERP 

system

11. Enter the Estimated Delivery Date (mandatory field).  

The date entered will be applied to all items on the 

PO

12. Entering Comments is optional for and can be used 

to convey any information to the buyer

13. Click on Next

Confirm the Entire Purchase Order
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14. Review the information on the Order Confirmation 

screen

15. Click on Submit

16. You will return to the Purchase Order screen.  The 

order status will now indicate that the order has been 

Confirmed

Confirm the Entire Purchase Order
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Goods Purchase 

Order Processing

2. How to Confirm a Purchase 

Order at Line-Item Level in SAP 

Business Network

The Purchase Order has been reviewed and 

a delivery date, price change or quantity 

discrepancy has been identified.  

Update the required line item/s with the 

relevant information.   
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1. Follow steps 1 – 7 of How to Confirm an Entire Goods Purchase Order 

2. At top left of page, click on Create Order Confirmation 

3. Select Update Line Items 

4. Enter a Confirmation Number # (mandatory field).   This is a unique 

identifier that can be used to identify the order confirmation.

5. The Supplier Reference field is optional.  This information is not 

transferred to the buyer’s ERP system

6. Enter the quantity to confirm, backorder or reject

7. Click on the Details icon to provide more information on suggested 

changes

Confirm the Purchase Order with Changes



FORTESCUE | 11

8. Enter the Est. Delivery Date and/or Unit Price that must be 

updated

9. Entering Comments is optional and can be used to convey 

any information to the buyer

10. Click on OK

11. Review the details on the next page and click Submit to send 

the change order

12. The PO status changes to Confirmed

Confirm the Purchase Order with Changes
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Goods Purchase 

Order Processing

3. How to Reject an Entire 

Purchase Order in SAP Business 

Network

The Purchase Order has been reviewed, and 

the following have been determined:

• The material number on PO is no longer 

available, an alternative can be provided; 

• The UOM (unit of measure) for an item is 

incorrect; 

• The order currency is not matching the 

quote or contract;

• GST applicable/not applicable.
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1. Follow steps 1 – 6 of How to Confirm an Entire Goods Purchase Order 

2. At bottom left of page, click on Create Order Confirmation 

3. Select Reject Entire Order

Reject the Entire Purchase Order
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4. Enter a Confirmation # (this is a mandatory field)

5. Select the relevant Rejection Reason from the drop-

down list (this is a mandatory field)

6. Enter a Comment in the optional field.  This can include 

information or a message to the Purchasing Officer to 

support the rejection 

7. The entire purchase order (all line items) is rejected

8. The purchase order status is updated to Rejected

Reject the Entire Purchase Order
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Goods Purchase 

Order Processing

4. How to Create a Ship Notice 

(Optional)

• The Ship Notice is the delivery information 

and is sent to Fortescue to advise them of 

the ship date for the materials.

• The Ship Notice is only applicable for goods 

and repair items and can only be done for 

confirmed lines on the PO.
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1. Follow steps 1 – 4 of How to Confirm an Entire Goods Purchase Order 

2. Select the Purchase Order Number that you want to create ship notice 

for

3. Click on Create Ship Notice

4. Enter the Packing Slip ID

5. Enter the Shipping & Delivery Date 

Create a Ship Notice
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6. Enter the Delivery Terms & Shipping 

Payment Method (mandatory fields)

7. If required, input any additional information 

such as Transport Terms, Attachments, 

Reason for Shipment and any additional 

Comments.

8. Scroll down to the Order Items and enter the 

Ship Qty (if the full quantity is not shipped).  

9. Enter the Supplier Batch ID, Country of 

Origin, Production Date and Expiry Date 

(these fields are optional)

10. Click on Next

Create a Ship Notice
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11. Review the Order Items to ensure all 

information is accurate, then, click Submit

Create a Ship Notice
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12. You will be returned to the Purchase Order 

screen where the order status will now indicate 

that the order has been Shipped

13. Click on Done

14. Note:  if the shipment was created for a partial 

order, you will be required to create another 

ship notice for the balance of the quantity.

Create a Ship Notice
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