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Important: Points to be considered for approving a Sourcing Request

 Sourcing Requests filled out by the business stakeholder will be directed automatically to the 
Procurement team for approval.

 Once the Sourcing Request has been reviewed, the Sourcing Agents can initiate the Sourcing 
Project creation



Approval Steps

 You will receive an email with the below subject line to approve the Sourcing Request

To access the Sourcing Request 
approval page, click on the button 

‘Click Here’
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Approval Steps (Continued)

 The Approver has the option to either approve or reject the document. 

To approve a Sourcing 
Request, click ‘Approve’
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Approval Steps (Continued)

 The Approver enters the necessary comments and confirm the approval 

Click on the “Approve" button to 
finalize the approval

Please input the necessary 
comments
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Approval Steps (Continued)

 Once done, the approval task will be closed to navigate back to the SAP home screen

Click the button ‘Close’ to 
navigate back to the SAP 

home screen
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