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Universities can assign departments to approve SAP requisitions that meet certain criteria (line item amount, fund center, etc).  The approvals occur at line item level, therefore one requisition may require approval by several different approvers.  A requisition line item can not be processed by Purchasing until all approvals are completed.        
 
For example (FA&T Only):  Student Financial Services needs to approve all requisitions that are < $500.00 for fund center 1111111111 and 2222222222.  The Vice President FA & T and needs to approve all requisitions => $500.00 for fund center 1111111111 and 2222222222. 
		
All other departments are routed by Cost Center/WBS, not based on the dollar amount of requisition.
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Each department is assigned a release code, which is a two character assignment in SAP.  For each release code, there is a separate SAP security role which allows a person to approve on behalf of that department (release code).  There is no limit on the number of users (backup approvers) that can be assigned a release code role.  Role assignment is handled by your university security (IT) department.   

  



Workflow Approver
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One of the users assigned to the release code role needs to be assigned as the workflow approver (highlighted in gray above).  This would typically be the main approver for the release code, the approver doing the majority of the approving.  

There is only one workflow approver per release code.  This approver  will receive a SAP inbox message that a requisition needs approved. In addition, the workflow approver’s name will appear on the ‘Release strategy’ tab of the requisition.  Although the name of the workflow person appears here, the backup approvers can still approve this line item when necessary.     



Transactions

e SBWP: SAP Inbox Release

e MES5: Collective Release

e ME54N: Individual Release


Presenter
Presentation Notes



There are three different ways to approve a requisition in SAP as follows:

SBWP:  SAP Inbox Release – This transaction can only be used by the approver designed as the workflow approver.  

ME55:  Collective Release – Transaction will show all requisitions ready to be approved for a particular release code.

ME54N: Individual Release – Transaction provides the ability to approve a single requisition when the requisition number is known.    



SBWP: SAP Inbox Release

* Transaction SBWP (SAP Business Workplace)

e Click on the ‘SAP Business Workplace’ icon at
the SAP Easy Access screen
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SBWP: SAP Inbox Release
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Open the ‘Inbox’ folder and single click on the ‘Workflow’ icon. 

Double-click on the requisition workflow item to review the requisition for approval.  



SBWP: SAP Inbox Release
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Review the requisition as necessary:  Short Text (description of item being requested), Account Assignment Tab (G/L, Fund Center, etc.)

Click on the ‘Release’ icon shown with the pointing hand to approve.

Click on the ‘Save’ icon circled above to save the approval.








MES5: Collective Release
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Transaction ME55 (Collective Release of Purchase Reqs.)

Enter your release code

Enter your release group or plant (LHU is 50)

This transaction will show all requisitions awaiting approval for Lock Haven’s release code P3 (Procurement Office).   


MES5: Collective Release
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MESS5: Collective Release
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Select the requisitions to be approved:
Select all requisitions:  Click on the ‘Select all’ icon (boxed).
Select desired requisitions:  Single click on the release box (circled above) beside the requisition and hit F9 on the keyboard.

Click on the ‘Save’ icon (see arrow above) to approve the selected requisitions. 

	Optional:  	

	Double-click on any of the requisition lines to review the requisition in more detail before approving.  The requisition cannot be approved from the requisition screen.  Click on the green arrow back to return to the collective release screen shown above.    



MES4N: Individual Release
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Transaction ME54N

Click on ‘Purchase requisition<Other requisition’ in the menu bar.

Enter the requisition number to be approved and hit ‘Enter’ on the keyboard.



MES54N: Individual Release
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Click on the ‘Release’ icon shown above with the pointing hand to approve.

Click on the ‘Save’ icon circled above to save the approval.


Cancelling an Approval

[@2 Release Purch. requisition 10230770

gl 2[5 [u]s o] = s[s] [B[0@sl=s] 8] BIE10] [#[B][gkmt ]
| forrce | ren.callpor sue — —

,_
—
—
—
—
—
—
—
—
—

5 oPocurement__|GEGRY PrOCToR | o | o |



Presenter
Presentation Notes



Transaction ME54N

Enter the requisition number

Click on ‘Cancel Release’ icon shown above with the pointing hand to reverse the approval.
	(Please note:  You cannot cancel a release if it has been approved by the next approver.)

4. 	Click on the ‘Save’ icon shown above to save the cancellation of approval.





Cancelling a Requisition
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Transaction ME54N (Release Purchase Requisition)

Click on Other Purchase Requisition icon

Enter the requisition number

Display/Change (F7)

Under the Item Header click on ‘Quantities/Dates’ icon and check on the “Closed”
(***important***  If you do not “close” the Requisition, the money will not  be released back into your budget.”)

Click on the ‘Save’ icon shown above to save the cancellation of approval.
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COMPLETE EXERCISES
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