
2. Processing Purchase Orders 

2.2 Create a Ship Notice



In SAP Business Network, you can create different types of documents:
• Order confirmations.
• Service Sheets.
• Ship Notice*. 
• Invoices. 

In this guide, we will be focusing on ‘Create Ship Notice’. 

Process PO on SAP Business Network

*Note: Ship Notice is only available for materials.
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1. Open the PO

• For Standard account.
Open PO via e-mail. Click on the ‘Process Order’ button in the email. You also have the option to 
‘Create Service Sheet’. 

• For Enterprise account.
Open the PO from the SAP Business Network home page.

Click on ‘Create Ship Notice’*.

Create Ship Notice

*Note: Ship Notice is only available for materials.
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2. Fill in all the mandatory and 
necessary fields. 

Enter the ‘Packing Slip ID’ and add 
‘Shipping Date’ and estimated 
‘Delivery Date’.

You are able to provide more 
information, e.g., Gross Weight. 

 

Create Ship Notice
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3. Add any additional attachments if 
needed or Delivery and Transport 
information.

4. By default, all items are going to be 
shipped when you click on ‘Next’. If 
you would like to partially ship the 
order, fill in the correct ‘Ship Qty’. 

When all information is reviewed, click 
on ‘Next’.
 

Create Ship Notice
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5. To confirm the Ship shipped, select 
‘Submit’. 

Now the order has Shipped status in the 
system.

5a. Partially Shipped status appears 
when some of the items are shipped, 
but not yet all the items.

5b. Shipped status appears when all 
items are shipped, and the order can be 
fully received by the requester when 
the goods arrive. 
 

Create Ship Notice
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We bring progress to life
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