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Create Sourcing Request



Important: Points to be considered for creating Sourcing Request

 Sourcing Request is the starting point to initiate the competitive bidding/request for proposal 
(RFP) process and is to be submitted by the business requester (also known as the business 
stakeholder). 

 Please fill out the required header fields and attach any supporting documents



Create Sourcing Request

 Login to SAP system and Click the ‘Create’ button at the top right corner of the screen and 
select ‘Guided Sourcing Request’

Click on ‘Create’ button

Select Guided Sourcing Request
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Create Sourcing Request (Continued)

 Fill out all required header fields 

Enter the name of the Sourcing 
Request

Enter the description as required

Choose Test Project ‘No’ 
(Selected by default)
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Create Sourcing Request (Continued)

Choose the Department from 
dropdown

Enter the Baseline 
Spend/Approved Budget

Type in the Incumbent Supplier

Select a Project Reason from the 
dropdown
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Create Sourcing Request (Continued)
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Select a Commodity

Select the Template
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Click ‘Create’



Create Sourcing Request (Continued)

 Complete the required tasks in the Sourcing Request

Navigate to the ‘Tasks’ section

Click the button ‘Set to started’ next to 
the task ‘Prepare Sourcing Request’
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Create Sourcing Request (Continued)

Click the button ‘Set to Complete’ next 
to the task ‘Prepare Sourcing 

Request’
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Create Sourcing Request (Continued)

Click the button ‘Set to started’ next 
to the task ‘Prepare and Upload 

Sourcing Requirements’
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Create Sourcing Request (Continued)

Select the folder ‘Sourcing 
Requirements’

Click ‘Upload’ to upload the 
supporting documents for 
Sourcing Requirements

Navigate to the ‘Events and other 
documents’ section
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Create Sourcing Request (Continued)

Select the document from your 
desktop and click ‘Open’
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Create Sourcing Request (Continued)

Click the button ‘Set to complete’ next to 
the task ‘Prepare and Upload Sourcing 

Requirements

Click ‘Submit’ button next to ‘Approve 
Sourcing Request’ to submit the Sourcing 

Request for approval
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Create Sourcing Request (Continued)

Add any comments for 
the approver

Click ‘Submit’
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Create Sourcing Request (Continued)

Click the Drexel University logo to navigate 
back to the SAP home screen
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