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

The Purchase Order has been reviewed, and 

the pricing is correct.  All the service line 

items can be provided.  

Note:  

1. The process of Confirming an Entire 

Order should only be actioned if the 

pricing and quantity on all lines are 

correct.

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. The Purchase Order will have status New

8. Each line item will also display the child/sub lines 

underneath. 

9. Click on Create Order Confirmation

10. Select Confirm Entire Order 

Confirm the Entire Purchase Order
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11. Enter a Confirmation Number # (mandatory field).   This is a 

unique identifier that can be used to identify the order 

confirmation.

12. The Supplier Reference field is optional.  This information is 

not transferred to the buyer’s ERP system.

13. Enter the Estimated Delivery Date (mandatory field).  The 

date entered will be applied to all items on the PO.

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

any information to the buyer.

15. Click on Next.

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

screen

17. Click on Submit

18. You will return to the Purchase Order screen.  

19. The order status will now indicate that the order has 

been Confirmed

Confirm the Entire Purchase Order
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Service Purchase Order 
Processing

2. How to Reject an Entire Purchase 
Order in SAP Business Network The Purchase Order has been reviewed, 

and the pricing or quantity is incorrect. 

Changes cannot be made to line items 

for a service order, the entire PO must be 

rejected with sufficient notes to request a 

change order. 
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30. Follow steps 1 - 9

31. Select Reject Entire Order

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

identifier that can be used to identify the order confirmation

33. Select an appropriate Rejection Reason from the drop-down 

selection (mandatory field)

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

information or a message to the Purchasing Officer to support the 

rejection

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

36. The purchase order status is updated to Rejected

37. Click on Next 

Reject the Entire Purchase Order
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