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@ Learning objectives
In this digital guide, you will learn how to:

 |dentify the different types of Purchase Orders (POs)
against which the return process can be performed -
regular PO and return PO.

« Explain how a new return PO supports the return-to-
vendor process.
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a Overview: Differentiate regular and return
purchase orders

In this section, you will learn how to differentiate between
regular and return Purchase Orders (POs) in SAP S/4HANA.

[2’ Regular and Return PO

Regular PO:

A regular PO is a forward procurement document created to
buy materials or services from a supplier, initiating the
procurement process by formally placing an order.

It typically follows a structured flow, starting with a purchase
requisition, followed by purchase order creation, supplier
delivery, goods receipt, and invoicing. This process enables the
inbound flow of materials into the organization, increases
inventory after goods receipt, and establishes a legally binding
agreement with the supplier.

Return PO:

A return PO is a reverse procurement document used to send
materials back to the supplier, typically to return defective,
excess, or rejected items or to correct a previous procurement
transaction.
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This process is triggered when goods fail inspection or when an
agreement is reached with the supplier to take back the
materials and is managed within the Manage returns to
supplier process. It follows a structured flow that includes
identifying the return, creating a return PO or return delivery,
shipping the materials back, and completing the necessary
financial adjustments. As a result, it creates an outbound flow
of materials to the supplier, reduces inventory levels, and
reverses or adjusts the original purchase order transaction.

Go back to the top
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°*—| Overview: Steps to confirm return purchase order

In this section, you will learn how to confirm a return PO in
SAP S/4HANA.

@ Step instructions

Note: Once the return PO is created in SAP S/4HANA, a
notification is sent to the buyers for approval in the My Inbox

Fiori app.

Step 1: Navigate to the My Inbox Fiori app.

w Home v

| () My Inbox - All items in Apps
Home Page Data Migration General User Role for all users AP i g Analyst More v

Q. My Inbox in Apps

Analysis Path Framework Modeling T —
APF Configuration ] My Inbox - Group Journal Entries
Modeler
Edit Configurations Show all 9 apps
SIAHANA

Data Migration

Migrate Your Data Data Migration
Migration Cockpit Status

56 ;
a0l (X 1]
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Step 2: Click the Approve Purchase Order # notification for
the required PO number in the All Tasks section.

< ETY myinbox v

Search

Approve Purchase Order 4500009087

Divya Gupta Medium

Approve Purchase Order 4500009086

Divya Gupta Medium

All Tasks (30) =

Approve Purchase Order 4500009067

Returns specialist C Medium

Approve Purchase Order 4500009038

Returns specialist C... Medium

Approve Purchase Order 4500009021

Dipankar Kundu Medium

Release of Purchase Order

4500009067

Standard PO
— Net Value Status
-1.00 EUR In Approval
=
& x
General Information Items. Limit lItems Supplier Contact Data
Basic Data

Purchase Order:
4500009067

Supplier
SAMSUNG SDS EUROPE LTD GERMAN (4100005888)

Created By:
Returns specialist Castellon (A1DAA016301)

Created On.
13.08.2026

Net Value

Approve

Partner Purchase Requisition ltems

Delivery and Payment

Incoterms (Part 2)
Test

Reject Show Log Show Details

a @ o T

Related Apps I

Purchase Contract ltems > v

Claim Forward Suspend (2
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Step 3: The buyer approves the PO by completing the
following steps:

a. Click the Approve button.
b. Enter acommentin the Decision Note field, if needed.
c. Click the Submit button.

All Tasks (30) 7=  Release of Purchase Order

aQc 4
Related App:
- 4500009067 smioe I

arch

bprove Purchase Order 4500009087

a Gupta Medium

. " Net Value Status.
-1.00 EUR In Approval
pprove Purchase Order 4500009086 £

ya Gupta Medium

Standard PO

General Information Items Limit Items Supplier Contact Data Partner Purchase Requisition Items Purchase Contract items > |v

pprove Purchase Order 4500009067

e Ned Submit Decision
turns specialist C.... ledium Basic Data
You selected "Approve”.

Purchase Order:

Decision Note:
bprove Purchase Order 4500009038 LRI ‘
o Approved

turns specialist C.. Medium Supplier: PP

SAMSUNG SDS EUROPE LTD GERMAN (4100005888)

Created By:

Returns specialist Castellon (A1IDAA016301) m Cancel f
bprove Purchase Order 4500009021 4

Created On:

pankar Kundu Medium
13.08.2026

3¢ .

. Net Valie:
It v @3 @ I Approve IRojoct Show Log Show Details Claim Forward Suspend (2

Go back to the top
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*=| Overview: SBN navigation to identify for return
purchase order

In this section, you will learn how a supplier can identify a
return PO in SAP Business Network (SBN).

[2‘ Step instructions

Step 1: Log in to SBN as a supplier.

w Business Network < UATOLsuppler@p.co
Account sign in 1
iness Ne(work70

&
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Step 2: The Business Network screen is displayed. Click the

Orders tab and select the Purchase Orders option from the
drop-down menu.

80 166 67 o P N

Step 3: The Orders screen is displayed. Enter the return PO
number in the Order numbers field.

Egi =T e—— ] om0
325 113 109 26 160 36 133 0 80 74
=
| @
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Step 4: Click the Apply button.

e
I — v Wkt O arc « Wlces v Peymerss  Casogs v Fepores . Assesumons  Propossle-Quesiomnairs & Conacs
Orde

26 160 36 133 0 80

74

W o R ®cs

Step 5: If the Amount for approved PO is negative, the
supplier can identify it as a return PO.

ST usinessNemork v e == @ oR
1 113 109 26 160 36 133 0 80 74
e
| @
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Step 6: Click the Order Number to view PO details.

T ousiness Network v ErepriseAccoure [N

i B DG TN IOnAp SRMTES . wits | Pt oY (RGNS Ao’ g sk Coneacs e
Orders
ordon ()
o e s PR s
& (4500009003 X | rpe seeco Y- % | s P 8  Tpesnan
A ——
- | @ =
e o et P Nt ) et
PeS—— PP — e caem
. .
Ste : The PO details are displayed
7:The P yed.
[N Business Network Enterprise Account. Il @
Purchase Order: 4500009003 =
Create Invoce L @
Order Detail Order History
From: o Purchase Order
TEST,, Customer ) FERROVIAL CONSTRUCCION S A Hew)
5P Energia Expain, .. Uripersonal OF LAS NACIONES) 42 4500000003
Calle Quintanaduenas-& 28042 Madrid Amount: -2.00 EUR
Sa050 et s Ve 1
prarmh o
Spain Phone: +1 12345678
Phone: "ax: Track Order
Fax: Email; sourawa mahanty@bg.com
Payment Terms (0 s: Acmowledged
Paadero inmectamente sin DPP- [N pe: Sandard PO (218)
Shmerasocons
Commenss i
Texto de cabecera: RMAZ900000033 CRDI 500009003

Contact Information
Supplier Address

FERROVIAL CONSTRUCCION S.A.
CALLE RIBERA DEL LOIRA (FQ E FTA
28042 MADRID

Madiid

Spain

Emall: castquantumuatapprov @bp.com
Phone: +3462900734:

Fax. 330964281969
Address ID: 4100027580
Buyer ID: 4100027580

Gther information
o

s
Go1
Pu =
Cusi ESA28135846
a 100027580
View less

Transport Terms Information
Delivery Terms: Transport Condition
Transoort Terms: DOP ( Entree.con derech.aduana pae. )

bp | Activities during returns step-by-step instructions MM | Confidential
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Step 8: Verify that the Return indicator is set to yes for return
POs.

Address ID: 4100027580 e
Buyer ID: 4100027580

pag.)
Ship All ltems To BilTo Deliver To
Castellon Refinery BP Energla Espafia, SA. Unipersonal
Poligono El Serrallo sin Calle Guintanaduefias &
12100 Castellén 28050 Madri
Castellon Madrid
Spain Spain
ship To Code: CAOL Phone:
Location Gode caoL Fax:
Storage Local Buyer D Esu
Line Items showltem Detalls
Line#  No. Schedule Lines Part &/ Description Customer Part & Type Retum Qty (unit Need By Unit Price Subtotal
0 1 000000000200105166 Materlal yes 2000 (e8) (@ 12 Aug 2026 LO0EUR 200EUR Detalts
B
Sub-towal: -200 EUR
Total Invoiced: -2.00 EUR
c L 3

o

Go back to the top
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=] Overview: Submit a credit invoice in SBN

In this section, you will learn how to a supplier will submit a
credit invoice through the Supplier Business Network (SBN).

[} Step instructions

Step 1: Log in to SBN as a supplier.

Y Busi -
S Business Network

Supplier sign-in Get ready for a new experience and user
interface

SAP Business Network now runs on SAP
Business Technology Platform, giving yot
upgraded user interface and a stronger p
to help you grow and connect with more
potential customers.

Username

i
Learn More
Forgot username

New to SAP Business Network?
Register Now or Learn more
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Step 2: The Business Network is displayed. Click the
Invoices tab.

==- ',' Business Network v  Enterprise Account -

Home

Orders v

More v

PU’Chase oreer S 'm -

Orders and Releases Order Inqu ries Limit... v Exact match v Order

, ,
i

Overview Getting started

. 12 25 6 4 2

Orders to invoice Orders Orders with service line

Last 31 days

Id
2
Q
a
2
H
Feedback

Step 3: The Invoices screen is displayed. Complete the
following steps:

a. Enter the required invoice number in the Invoice
number field.

b. Click the Apply button.

[SAP, Busines:

sNetwork v Enterprise Account I

Home Enablement Discovery v Workbench Orders v Fulfillment ~ Payments ~ Catalogs ~ Reports ~ More ~

Invoices

>
Invoice s Rejected invoices Overdu N Overd pproved ding app d Paid
approved
Last 31 day Last 31 day Last 3
—————
Invoices (116)
5
~ Edit filter Last 31 days é
Customers I er Reference Invoice date
Select or type selections a Type tion Type input Last 31 days ~
. ial match ) Exact match
Show my
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Step 4: The Invoice: # screen is displayed. Click the Create Line-
Item Credit Memo button.

W Business Network Enterprise Account [IEESITEE ®
Invoice: INVC4400500244 =
Create Line-Item Credit Memo Copy This Invoice Print Download PDF v Export cXML
Detail Scheduled Payments History

Standard Invoice

Status Subtotal: 180.00 EUR

Invoice: Approved Total Tax: 3.60 EUR

Routing: Acknowledged Total Amount without Tax: 180.00 EUR

Invoice Number: INVC4400500244 Amount Due 183.60 EUR

Invoice Date: Thursday 5 Feb 2026 11:01 AM GMT+05:30
Original Purchase Order: 4400500244
Submission Method: Online
Origin: Supplier

Source Document: Order
& Messages
v

Step 5: The Create Line-Item Credit Memo screen is displayed.
Enter details in the following fields:

* Credit Memo

* Credit Memo Date

a~
:1'-' Business Network Enterprise Account [IEES @
Create Line-ltem Credit Memo Update save Exit Next
Credit Memo Type

You are creating a Credit Memo with Quantity Adjustment

¥ Invoice Header * Indiicates required field Add to Header

Summary e

Credit Memo #:*

Subtotal: -180.00 EUR View/Edit Addresses
CRD4500005432 Total Tax: ~ -3.60 EUR

Total Amount without Tax:  -180.00 EUR
Credit Memo Date:*| 9 Feb 2026 Amount Due: -183.60 EUR

Original Invoice No:  INVC4400500244

Original Invoice Date: 5 Feb 2026

Supplier Tax ID: ‘

Remit To Street
v

bp | Activities during returns step-by-step instructions MM | Confidential 16



Activities during returns step-by-step instructions MM

Step 6: Enter the required comments in the Reason for
Credit Memo field.

Step 7: Attach any supporting documents in the
Attachments section, such as a return note or buyer
confirmation, if required.

L5

Reason for Credit Memo:*| Return of Goods

Default Credit Memo
Comment Text

Attachments
The total size of all attachments cannot exceed 100MB Remove
Choose File | No file chosen Add Attachment o
Name Size (bytes) Content Type
SAP Business Network Supplier.pdf 199334 application/pdf
L} Delete

Add to Header v

v
) . . . . .
Step 8 (Optional): Update the quantity in the Quantity field
. . . .
to create a partial credit note, if applicable.
Insert Line Item Options &
Tax Category. Shipping Documents Special Handling Discount Additd incliided Lines
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
10 Q MATERIAL NIPPLE_ANY : 1/2IN , PLAIN END , CARBON 000000000200263015 -100 EA 18EUR -180.00 EUR
Pricing Details Price Unit: EA Price Unit Quantity: 1
Unit Conversion: 1 Description:
Tex Category:*| VAT Taxable Amount: | -180.00 EUR ol

bp | Activities during returns step-by-step instructions MM | Confidential 17



Activities during returns step-by-step instructions MM

Step 9: Click the Next button to run the SBN business rule
checks.

':7,‘-’ Business Network Enterprise Account [IIRESEEE @
Create Line-Item Credit Memo Update Save Exit Next
Credit Memo Type

You are creating a Credit Memo with Quantity Adjustment

¥ Invoice Header * Indicates required field Add to Header v

Step 10: Click the Submit button.
X7 Business Network Enterprise Account @ @

Create Line-ltem Credit Memo Previous m save Exit

Confirm and submit the line-item credit memo. It will be electronically signed according to the countries of origin and destination of invoice. This transaction gualifies as Cross-Border trade. The document’s
originating country is:India. The document's destination country is:Spain.

If you want your invoices to be stored in the SAP Business Network long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you
subscribe to the archiving service.

B

Line-Item Credit Memo

(Original Invoice No: INVC4400500244)

Step 11: The credit memo reference number is displayed,
confirming that the credit memo was submitted successfully.

Note: the reference number for tracking and future reference.

::”" Business Network Enterprise Account [IIEESIEE @

Invoice CRD4500005432 has been submitted. Q

« Print a copy of the invoice.
= Exit invoice creation.

E» ¥ e 2022 SAP SE or an SAP affiliate company. All rights reserved. Privacy Statement ~ Security Disclosure  Terms of Use

Go back to the top
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