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Overview 

This document provides information about how to use the content package Ariba Purchase Requisitions 
Approval. Approvers and Process Operators are the target users of the user interfaces explained in this 
document. 

Ariba Purchase Requisitions Approval content package enables to automate purchase requisition approvals 
in a flexible and transparent way. It provides flexibility in executing a process variant depending on header 
and line item attributes of the purchase requisitions. When a purchase requisition in SAP Ariba is submitted 
for external approval, a pre-configured process variant is triggered in SAP Build Process Automation or SAP 
Workflow Management based on configurable business conditions. On completion of approval flow, the 
purchase requisition is posted back in SAP Ariba with an appropriate approval status. 

 Salient features of this content package are mentioned below: 

• Plug and Play with SAP Ariba without additional development.  

• Pre-configured process steps for approval  

• Automatic email notification to parties involved 

• Agent/approver determination using Business Rules or external service 

• Pre-built integration content to process Purchase Requisitions 

• Out-of-the-box visibility into key process performance indicators 
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Ariba Purchase Requisition Approvals 

The Ariba Purchase Requisition Approvals workflow content enables the business user to view the Purchase 
Requisitions which are configured for external approvals and make a decision to Approve or Reject the 
document which in turn will be subsequently Ordered or Denied  in SAP Ariba. 

Approve/Reject Purchase Requisitions 

Once a purchase requisition that requires ‘External Approval’ is created in SAP Ariba, a process variant will 
be triggered, and approvers will receive tasks in My Inbox application. 

My Inbox Tasks 

The My Inbox application in SAP Build Process Automation or SAP Workflow Management enables line of 
business users to claim and complete their task. Please check the documentation for My Inbox for more 
details. 

 

The recipients are determined by SAP Business Rules service. The task can either be approved or rejected. 

The Approval User Interface has the following sections: 

1. Header – Header details of the requisition document 

2. Line Items – Item level details of requisition document 

3. History – Record of the previous approvals, if any. 

4. Comments - Comments from Approvers  

 

 

 

The History captures the decisions from the previous approval tasks. 

https://help.sap.com/viewer/e157c391253b4ecd93647bf232d18a83/Cloud/en-US/84852a371a144aa1a6b03e1e8c60e425.html
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A Comment must be provided before approving or rejecting the document.  

The possible actions on the approval task are “Approve” or “Reject” 

                                                                               

  

The subsequent approval steps and approval tasks are triggered based on the configured process variant 
and business rules. 

Approve 

When a purchase requisition is finally approved by all the determined approvers, it is released back to SAP 
Ariba for further processing. The approval status will show ‘Ordered’ for the approved document meaning 
a purchase order gets created as a follow-up document in SAP Ariba.  
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Reject 

If the Purchase Requisition is rejected at any point during the approval flow, the process flow shall terminate, 
and the document will be released back to SAP Ariba with the status as Denied. It will also show the rejection 
comment in SAP Ariba, entered by the approver during the approval flow. 
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Process Admin Flow 

If by any case, the approvers do not get determined by the approver determination policies, the issue will 
be brought to the notice of the process administrator and a task shall be created for the process admin with 
options to either ‘Assign Processor’ manually or ‘Retry’ after updating the policies.   

Assign Processor: This option is to assign the users and/or groups and the email addresses in the section 
‘Task Owner Assignment’, (Note: email address(es) must be given), followed by comment and then click 
‘Assign Processor’. The assigned processors will receive the approval task which can be accessed from the 
My Inbox application. 

Retry: This option implies that the process admin can first fix the issue in the business rule and then access 
this task again in the My Inbox, and trigger Retry. If the issue is fixed correctly, then upon retry the normal 
approval flow will resume. 
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Process Visibility Workspace 

Process visibility capability enables Process Owners and Process Operators to gain real time visibility on 
processes and key process performance indicators. It enables customers to gain out of the box visibility into 
their deployed processes. Please refer help documentation for more details on the Process Visibility 
capability of SAP Build Process Automation or SAP Workflow Management. 

The Ariba Purchase Requisition Approval  content package provides such out of the box visibility and process 
performance indicators for the active process variants in SAP Build Process Automation or SAP Workflow 
Management. A process owner or line of business expert can enhance the visibility scenario further to suit 
the business requirements.  

Access Process Workspace with SAP Build Process Automation 

1. The administrator would have added a tile in the central Fiori Launchpad that corresponds to the 
scenario “Ariba Purchase Requisitions Approval”. For more information on how to add scenario-
specific tiles, refer to the help documentation. 

2. Click the scenario-specific tile in the Fiori Launchpad. 

3. 3. User will see the  detailed process visibility dashboard.  

Access Process Workspace with SAP Workflow Management 

1. Go to Process Flexibility Cockpit 

2. Select package Ariba Purchase Requisitions Approval 

3. Click Live Process Insights – Ariba Purchase Requisition Approvals 

The process visibility workspace with the configured potential performance indicators shall load.  

 

Please go through help documentation to know about process workspace. 

https://help.sap.com/viewer/62fd39fa3eae4046b23dba285e84bfd4/Cloud/en-US/2f72882f457a4b87a054bdf45d85fe52.html
https://help.sap.com/docs/PROCESS_AUTOMATION/a331c4ef0a9d48a89c779fd449c022e7/6191734b952a4bd2b7115db02a5782f3.html
https://help.sap.com/viewer/62fd39fa3eae4046b23dba285e84bfd4/Cloud/en-US/81d3a04ed3e44b91974222d2d46f235c.html
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Appendix 

Purchase Requisition Creation 

A purchase requisition can be created in the SAP Ariba Guided Buying tenant. 

To know more about Ariba’s Guided Buying, refer to official help documentation here 

 

Email Notification 

When the purchase requisition is sent for approval, an email notification is sent to the recipients, provided 
that the correct email addresses are maintained in the business rules for the approver’s determination. 

https://help.sap.com/viewer/a50ade649ecd478ba2f086d9a7be387c/cloud/en-US/dc93178f0a6f4f4cb3e29c38deb9df5a.html
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