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Process Flow, Evaluate S/4 PR & Create RFQ

Target Audience: Buyer
Purpose: Evaluate S/4 Purchase Requisition (PR) & Create RFQ
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Process Flow, Validate, Update & Route Ariba SR

Target Audience: Buyer
Purpose: Validate, Update & Route Ariba Sourcing Request (SR)

LEGEND

SIETN Process/step executed in S/4 HANA

Process/step executed in SAP Ariba

2.01.01 Submit Sourcing Request

Sourcing created in Ariba
Request

Process/step done by system automatically or
through integration

------ -) Process/step done manually by specific person

OSP Review & Add
Project Owner, if
applicable

Agency Review & Add
Project Owner, if
applicable

2.02 Sourcing
Project
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Process Flow, Review & Approve SR, OSP

Target Audience: OSP Procurement Lead
Purpose: Review & Approve Ariba Sourcing Request (SR), OSP

2.01.01 Submit Sourcing Request

Sourcing created in Ariba
Request

OSsP

Project?

Yes

OSP Review & Add
Project Owner, if
applicable

LEGEND

S/AHANA

—

Process/step executed in S/4 HANA

Process/step executed in SAP Ariba

Process/step done by system automatically or
through integration

Process/step done manually by specific person

Agency Review & Add
Project Owner, if
applicable

2.02 Sourcing
Project
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Process Flow, Review & Approve SR, Agency

Target Audience: Agency Procurement Lead
Purpose: Review & Approve Ariba Sourcing Request (SR), Agency

LEGEND
2.01.01 Submit Sourcing Request SR Process/step executed in S/4 HANA
SRourcmg created in Ariba - Project? Process/step executed in SAP Ariba
equest ?
l Process/step done by system automatically or
Yes through integration
------ -) Process/step done manually by specific person

OSP Review & Add
- Project Owner, if
applicable

Agency Review & Add
Project Owner, if
applicable

2.02 Sourcing
Project
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Key Terminology

* Purchase Requisition (PR): An internal request to buy a material or service — used to signal demand and start the procurement
process. It’s typically created by a requester and then reviewed/approved before a buyer converts it into a purchase order (PO) or
a sourcing request (that is gets processed into SAP Ariba).

= Purchase Order (PO): A formal, external commitment to a supplier to buy materials or services at agreed terms (price, quantities,
delivery dates, and conditions). It’s the core document that drives downstream execution—receiving, invoice verification, and
payment.

= Sourcing Request (SR): An intake form in SAP Ariba Sourcing used to capture the business need and key details required to initiate
a sourcing effort (e.g., run a solicitation, collect responses, negotiate, and award a supplier).

=  Spend: Refers to the organization’s purchasing expenditures on goods and services that sourcing teams analyze and influence
through sourcing events (e.g., RFx) and supplier negotiations.
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Evaluate Purchase Requisition (PR) &
Create RFQin S/4
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Evaluate Purchase Requisition (PR) & Create RFQ in S/4 (1 of 5)

Action: Evaluate S/4 PR to Determine if Sourcing is Required
* If Yes, create RFQ doc in S/4 (pushed to Ariba as a Sourcing Request (SR) via Quote Automation) — see instructions below
* If No, create PO sApd

Role: Buyer

Step | Action Taken

1 To evaluate a PR in S/4, log into S/4 Fiori app
with your S/4 enterprise credentials/access.

2 On your Home Page, click Ariba
Procurement at the top right of the page.
NOTE: If Ariba Procurement is not displayed,

click the three line menu in the top left of the

EN - English v

page, scroll down to Ariba Procurement, and s Passaad
click the thumbtack icon to pin the space to
the top menu. XY Home v Q Qo Kt
= My Home Ariba Procurement o
To-Dos (1) v~ C now

Select approvers for purchase req
1000000008

High Priority
Created By: SAP_WFRT

Task created 2 mo. ago

Pages v

a a a ) a a a fl

Manage Master Data Reporting Manage Payments Manage Supplier Manage Supplier Master Data Transactions State Procurement

Accounts Payable Accounts Payable Accounts Payable Accounts Invoices Accounts Receivable Accounts Receivable Manager
Accounts Payable Accounts Payable Material Management
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Evaluate Purchase Requisition (PR) & Create RFQ in S/4 (2 of 5)

Action: Evaluate S/4 PR to Determine if Sourcing is Required
* If Yes, create RFQ doc in S/4 (pushed to Ariba as a Sourcing Request (SR) via Quote Automation) — see instructions below
* If No, create PO

Role: Buyer

Action Taken FTY  Home v Q o Kt

3 Click the Process Purchase Requisition (V2) = MyHome
tile. NOTE: If the Process Purchase
Requisition tile is not displayed, enter

Recently Added Apps

ME51N in the search and press Enter. Create Purchase
Requisition
Manage Purchasing Documents o
Display RFQs Manage Output ltems Manage RFQs Output Parameter Process Purchase Ariba Procurement
Determination Requisitions (V2) Management
o Q5 B = o a2
Failed Output Items
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Evaluate Purchase Requisition (PR) & Create RFQ in S/4 (3 of 5)

Action: Create RFQ

Role: Buyer
Step Action Ta ken < W Process Purchase Requisitions v Q Q KT
1 Enter the PR number in the Purchase Standard® - @ v
Requisition Number field. o
2 Clle GO NOTE The Corresponding PR Purchase Requisition Number: Plant: Purchasing Group: Purchasing Organization: Material Group:
. ' ’ Search Q =1000000214 x (=) & [s @ Il
displays. _ - .
Processing Status: Start Date: End Date: Release Date: Requisition Date: Delivery Date:
3 Click the checkbox next to the PR. v @ @ @ @ @
4 Click Create RFQ. o ° B | reaptriters )
~L R
5 Click the RFQ Document Type drop-down Purchase Requisitions (1) Create Contract =) 8 GBlv -
IISt on the pop_u p Wi ndOW. [w] Purchase Requisition ... Item Number of...  Material ID Material Group Quantity Total Value
6 Select Ext. Sourcing Req. from the dro p- I v I 1000000214 1 ABRASIVE PADS (311915050000) Grinding and polishi (31190000) 100 EA 100,000.00 usD
down list. //
7 Click Apply.
Please select RFQ document type

| |RFQ Document Type I v Iﬂ °
I Ext. Sourcing Req. I .

Request for Quote

Please select RFQ document type

Ext. Sourcing Req. v

ol | Close
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Evaluate Purchase Requisition (PR) & Create RFQ in S/4 (4 of 5)

Action: Create RFQ
Role: Buyer

Step | Action Taken

8 Enter the RFQ name in the RFQ Description
field.

9 Populate the Quotation Deadline field.
NOTE: The date must not be later than the
delivery date set in the requisition. Notice the
other details pre-populated based on the
requisition details.

10 Click Create.

Sourcing in SAP Ariba: Sourcing Request Evaluation (SRC_QRG_03)

< Ea! '? Request for Quotation v Q QKT
0 Related Apps
RFQ - Abrasive Pads
General Information Delivery and Payment Terms Items Bidders Output Details Quotations Process Flow Notes Attachments Approval Details
Basic Data Important Dates Organization
RFQ Type: Apply By: Purchasing Group:*
Ext. Sourcing Req. e.g 12/31/2026 & Jeremy T Bruce (100) a
RFQ Description: * Quotation Deadline: * Purchasing Organization: *
RFQ - Abrasive Pads 03/16/2026 &] CORRECTIONS (9903) (=)
Our Reference: Binding Period: Company Code: *
e.g 12/31/2026 & State of Arkansas (ARK) a
Language Key:*
English (EN) (sl
Follow-On Document
Follow-On Document Type:
a
Draft updated Discard Draft
-
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Evaluate Purchase Requisition (PR) & Create RFQ in S/4 (5 of 5)

Action: Publish RFQ
Role: Buyer

Step | Action Taken

1 Click through the following tabs in the top
menu to confirm information is
accurate/correct. NOTE: Click Edit to update
information, as needed.

2 Once the review is complete, click Publish.
NOTE: The RFQ ID is automatically and
pushed to Ariba as a Sourcing Request (SR)
via Quote Automation.

Sourcing in SAP Ariba: Sourcing Request Evaluation (SRC_QRG_03)

< w Request for Quotation v

7000010286

'il"! RFQ - Abrasive Pads °

@

v @ Delete | Publish | Copy History RelatedApps [ v

General Information

Delivery and Payment Terms Items

Bidders Output Details Quotations Process Flow

Notes Attachments Approval Details

Basic Data

RFQ Type:
Ext. Sourcing Req.

RFQ Description:
RFQ - Abrasive Pads

Our Reference:

Language Key:
English (EN)
Follow-On Document

Follow-On Document Type:

Important Dates

Apply By:

Quotation Deadline:
03/16/2026

Binding Period:

Organization

Purchasing Group:
Jeremy T Bruce (100)

Purchasing Organization:
CORRECTIONS (9903)

Company Code:
State of Arkansas (ARK)
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Validate, Update & Route Ariba
Sourcing Request (SR) for Approval
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Validate, Update & Route Ariba SR for Approval (1 of 6)

Action: Validate and Update Ariba SR
Role: Buyer

State of Arkansas-TEST

HOME °ING CONTRACTS SUPPLIERS MORE... Recent “v Manage Create v
| Contract kaspa:z (Procurement) » (| Search using Title, ID, or any other term . v“ 3\ c
Clause Library Preferred Supplier Management Project Expiring Contracts - My Contracts s
1 On the Ariba homepage, locate the Search Sormpomdapal G . .
section at the top left. e Fc=— | ° S o 2
2 | Set the Transaction Type to Sourcing o SRS L
Contract Request (Procurement) 1ce b g Project
R eques t. Contract Request (Sales) Supplier Qualification Management Project - ;r;:,, - E::.,&Henc E::;
3 Enter the RFQ ID generated from S/4HANA in Comt i bt
. Contract Workspace (Internal) Supplier Registration Project AV
th € sed rCh fl € I d ) Contract Workspace (Procurement) Supplier Request Project system administrator.
4 CI ICk th e Sea rCh iCO n. Contract Workspace (Sales) Supplier Segmentation Project
Event More... 5 To Do =

Excel Template
TTRecenny viewea W

S A S L

ate |} Status Date |

5 RFP-E2E-001 322026

Pending Selection i

Status Title

Approval for supplier self-registration request

332026 [ InApproval (Supplier Request for LEXI JOHNSON from
s

HOME SOURCING CONTRACTS SUPFPLIERS MORE...»
| Sourcing Request ™ | 7000010284 o l f“ o
Common Actions v Event Status G Expiring Contracts
Create 2
Guided Sourcing Project . -
3 1 5

Guided Sourcing Request i 2 3
Contract Workspace (Procurement) Draft  Open Pendin.. (:otrengle
Contract Request (Sales)

M RrFI RFP M Expired
More ~ Survey 30 Days

Sourcing in SAP Ariba: Sourcing Request Evaluation (SRC_QRG_03) July 2026 15




Validate, Update & Route Ariba SR for Approval (2 of 6)

Action: Validate and Update Ariba SR
Role: Buyer

Search Project THRe: | sourecing Request ~
Sourcing Request
Search Filter Options™
. Recently Viewed R -
Step | Action Taken e o ®
View Al r “
| conactterms v | fsetect) ®e
5 Click the Sourcing Request from the search v by Soved Searhes [cromtoncae + | [mocrace ©0
re5U|tS. (Hene) External System v J [ setect ) @@
] [ onner iect) v | psetect) ®0
6 Click Open' [ owner v (seloct a value) [ select] @0
7 GO to the Task SeCtion and C|iCk Update the | 10 (Exact Match) v | | Enter one or more 05, separated by spaces a ®0
Header Fields. L Commuty v ] ool ©e
'. Procurement Method v No Chaice v @e
Search Result 1 project(s) found =
Title T Owner Commodity Project Id Target Savings Event Type
o (] Test QA-SR-002 - 7000010788 arnibasystem Fresh fruit purees 5038 SR2069495786 o
e Search within Test QA-SR-002 - 7000010288

Test QA-SR-002 - 7000010288 & Close  ses
Strategic sourcing request | SR2069495786 | Original | Active | Gray

Project summary Tasks Events and other documents Project message board

*~  Project summary

< Tasks

All(2)
Search Q3 || Create ~ + T L T
Phases and tasks o Type Status Owner Due date App or revi A iate a d Action More actions
I Update the Header fields.* I Todo Net Staned ° Kshma Tomar 03/13/2026 sarted | ssn
Route Sourcing Request for Approval* Approval Mot Started o Buyer (] Test OA-SR-002 - 7000010288
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Validate, Update & Route Ariba SR for Approval (3 of 6)

Action: Validate and Update Ariba SR
Role: Buyer

Test QA-SR-002 - 7000010288 / Update the Header fields.,

Step Action Taken Update the Header fields.

8 Read the taSk details and then CIICk Set to Task details Associated document Task type and process All rounds Comments and activity histary
Started.
R R . Task details
9 Click Close to go back to the main sourcing
General informatior (et |
request screen. NOTE: The Update the T . (=)
. Name * Owner * (& Due date (7 Observers (7
Header Fields task now shows as In Progress. Updat the Header felds. Kshma Tomar ovn32026 None
10 Go to the Project Summary section and click Oescripton
the arrow to expand the section to review 1. Click the down arrow 1ottt of Poject Summary to expand i.
. . 2. Click the Edit button in top right of Project Summary area.
proJeCt dEtaIIS' i 3:::!: ;::::s:lf;:‘::rm and Ci dity are properly
5. Populate any mandatory fields that failed in the integration.
6. Click Save.
Test QA-SR-002 - 7000010288 Close  ove
Strategic sourcing request | SR2069495786 | Original | Active | Gray

Project summary Events and other documents Project message board

Tasks
@ Pwiects mmary

A Tasks AlL(2) Assigned to me (1
Search Q || create + T T ¥V @
Phases and tasks Type Status Owner Due date ApDrOvErs of reviewers Associate a document Action Maore actions
Update the Header fields.* Todo In Progress @ Kshma Tomar 031312026 sos

Route Sourcing Request for Approval® O Approval Not Started o Buyer ('] Test 0A-SR-002 - 7000010288 -
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Validate, Update & Route Ariba SR for Approval (4 of 6)

Action: Validate and Update Ariba SR Test QA-SR-002 - 7000010288 Close aae
Role: Buyer 5786 | Original | Active | Gray

Strategic sourcing request | SR2C

Project summary Tasks Events and other documents Project message board

Step | Action Taken o e @

. . General information Edit
11 Click Edit.

Name, description, and status

Description @

12 Scroll down to the Project Information

section and populate the following fields: ;emied@
0
* Baseline Spend o
emplate
° Procu rement Method State of Arkansas Guided Sourcing Request for Quote Automation

* Department
NOTE: The Baseline Spend and Department

Project information

R . R Version Start Date (B owner @ Base Language
values will come from S/4 as line-item terms origina Mar 13, 2026 @ J— o | Engin
in each line item. Users should copy these
values from the line items into the fields, as Curency* Baseline Spend * @ Terget Savings % @ Actul Seving
ShOWﬁ US Dollar w 10,000 usD @ usD
13 CI |Ck Save once d one Actual Saving % Commaodity * (7) Access Control (B Procurement Method *
@ Fresh fruit purees (5038) x ) Private To Team Members X +1 more e 2 - RFP - Request for Proposal ~
Department *
SHARED ADMINISTRATIVE SERVICES A
-3
Test QA-SR-002 - 7000010288 & Close
reing reauest Gray

Project summary Tasks Events and other documents Project message board

“  Project summary

General information Cancel

Name, description. and status
Mame * @ Description (T} Clear format

Test QA-SR-002 - 7000010288

I=
n

B 7 Y F 1zpt w  AndaleMono w
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Validate, Update & Route Ariba SR for Approval (5 of 6)

Action: Validate and Update Ariba SR
Role: Buyer

Test QA-S - 7000010288 & @
Step | Action Taken w Jnal | Active | Gray

. Project summary Tasks Events and other documents Project message board
14 Go to the Task section.

R . A Tasks Assigned 1o e (1
15 In the Update the Header Fields task, click e
Set to Complete under the Action column. Q | [ceme v @ e o on Y
NOTE: The Status for the task will change to Phases and tasks Tpe  swws Owner Bue date pprovers of revi e  document aca Maore actions
Complete from In Progress Update the Header fields.* @ Todo In Progress om.r--—-..T:.m;:- 03132026 see
16 In the same Task section, click the Route the e Ol oot Norsuned @)ooy @ eprocieo () Testonsronz - 7000010208
?
Sourcing Request for Approval task.
Test QA-SR-002 - 7000010288 / Route Sourcing Request for Approval m Close
17 Scroll down to review the Approval Flow Route Sourcing Request for Approval
Section in the Task Type and Process Sectlon Task details Associated document Task type and process Comments and activity history
. . Task ty] d -
and click the node in the Approval flow. Fepea B
. . . Task type
NOTE: This will display the User IDs that are powshi
added to thls node for the requ”'ed Request and track approvals from internal users
approver(s). Approval iow (e
. . . . Detail
18 | After viewing the user list, click Cancel to s proc e Q ‘
close the Detail screen. g 9914_PROC_LEAD
Team User
1
19 Click Close at the top right of the screen. User info

1D: ESA_MMAB_PROC_LEAD_9914
Users from this team

Search ‘ Q |
9914_PROC_LEAD_U1
9914_PROC_LEAD_U1, test@deloitte.com, AmericallLos_

9914_PROC_LEAD_U2
9914_PROC_LEAD_U2, test@deloitte.com, America/los_
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Validate, Update & Route Ariba SR for Approval (6 of 6)

Action: Route Ariba SR for Approval Test QA-SR-002 - 7000010288 = S
ROIe: Buyer Strategic sourcing request | SR2069495786 | Original | Active | Gray

Project summary Tasks Events and other documents Project message board

Step | Action Taken s _ e

Search Q o :Crcatc e 4 L L T
20 Click Submit to the right of the Route the
Sourcing Request for Approval task. NOTE: A US—— Y - Y7 S —— 0=
pop_up bOX WI” appea'; a”O Wlng for ) Route Sourcing Request for Approval® Approval Not Started o Buyer ° 9914_PROC_LEAD S Test QA-SR-002 - 7000010288 @ w00
comments and/or attachments. Adding
comments and attaching a file are optional.

Phases and tasks Type Status Owner Due date AP oF revi iate a Action More actions

Submit

21 Click Submit to proceed. Comments (optionsl)

Submitted

22 Note the status for the task has changed
from Not Started to In Approval in the

Status column. ‘—1 @
% [=]

Click Close in the top right of the page to go
back to the main Sourcing Request screen. el e

Test QA-SR-002 - 7000010288 & [ # Route Sourcing Request for Approval was updated successfully x Close  Jeee

Sirategic sourcing request SR2069495786 Gray
Project summary Tasks Events and other documents. Project message board @

~  Project summary

. Tasks

Search Q || Create + + T ¥ 5
Phases and tasks Type Status Owner Due date Approvers or reviewers. Associate a document Action More actions

Update the Header fields.” To do Complete o Kshma Tomar 03/13/2026 Reset |

Route Sourcing Request for Approval* Approval m o Kshma Tomar o 9014_PROC_LEAD (] Test 0A-SR-002 - 7000010288 Withdraw | soe
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Review & Approve Ariba Sourcing
Request (SR), OSP or Agency
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Review & Approve Ariba Sourcing Request (SR), OSP or Agency (1 of 2)

Action: Review Ariba SR
Role: OSP Procurement Lead, Agency Procurement Lead

Step Action Ta ken HOME SUPPLIER MAMAGEMENT FOR YOU MORE...v Recent ~  Manage v  Create

. . Sourcing Project v .Sn-.l'th using Title, ID, or any other term W 2 G
1 On the Ariba Homepage, navigate to the To- Mool : M o | 3
Do section and click View All. Common Actions | [ :

Create

2 Select My Tasks_ Guided Sourcing Request

SAP Business Network Discovery

Company news content has not been configured by your system administrator,

My Documents W To Do W
Contract Request (Procurement)
H H H . Titl Date | Status Date § Status Title
3 Review the list for the appropriate Quick Survey : : = z :
Manage k2] 2Feb 3 Contract Workspace 2272026 Draft - Mo recent items of this type - Click View...' link to access additional items

transaction name and click it once found.

Sourcing Library (3] 2Feb Proc Lead Access Test 3 V2026 Active View All v
|- k . . e 4] 2Feb 2nd Contract Workspace 20212026 Dratt My Tasks (66)
4 Click Open Sourcing Request to review S
details. a
My Tasks

NOTE:
* If SR is an OSP Project or S75K or above, review and

All tasks assigned 10 you ane displayed, regandless of which project they were created in, To get more information, o work on a particular task or project, click its title, Use the Show controls 1o filter which tasks ane shown. Click Table Options to change the task groupings, show or hide columns, o o export  More

approval by OSP Procurement Lead required spow. |y o) | nconptete aycomptete (257 00y v owon v p—
* If SR is NOT an OSP Project or $75K or above, Recpired ) | pvm— v
review and approval by Agency Procurement Lead Name e Oue Dats i T e
required ¥ Project Computer Servers_SAS (1)
Route the sourcing request for review approval * =] In Approval
¥ Project: Test QA-SR-002 - 7000010288 (1)
Route Sourcing Request for Appeoval * ~ o ] In Approval
Action
View Task Details
| Open Sourcing Request | o
Approve
Deny
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Review & Approve Ariba Sourcing Request (SR),

OSP or Agency (2 of 2)

Action: Approve Ariba SR
Role: OSP Procurement Lead, Agency Procurement Lead

Step | Action Taken

5 Review details by clicking Project Summary
and Events and Other Documents.

6 In the Tasks section, click Approve in the
Action column Route the Sourcing Request
for Approval task. NOTE: At this step,
approvers can also Reject the Ariba SR.

7 Add comments or attach files if needed.
NOTE: If the Ariba SR has been rejected,
approvers should add comments or attach
files as well.

8 Click Approve. Repeat above steps for all
required approvers. NOTE: To reject the Ariba
SR, click Reject at this step instead and enter
Comments and/or attach a file, as needed.

9 Click Close.

NOTE:

* If SR is an OSP Project or S75K or above, review and
approval by OSP Procurement Lead required

* If SR is NOT an OSP Project or $75K or above,
review and approval by Agency Procurement Lead
required

Sourcing in SAP Ariba: Sourcing Request Evaluation (SRC_QRG_03)

Tﬂ—SR—DDZ - 700&88 &
SR2 Gray

| Project summary | Tasks | Events and other documents I Project message board

“  Project summary

¥ Tasks

* Events and other documents

Close  eee

AU[2) Assigned to me (1

AN Relsted tom

Test QA-SR-002 - 7000010288 &

Project summarny Tasks Events and other documents Project message board

=y

|~ | Tasks
Phases and tasks. Typet Status Owner
Update the: Header fields. * To do Complete @ Kshma Tomar
Route Sourcing Request for Approval Approval n Approvel ° Kshma Tomar

Approve

Comments (optional)
Approved

Attach a file o
o
All (2)
Search Q = ! + T Y &
Due date Approvers of reviewers Associate a document Action Mare actions.

03/13/2026

° 9014_PROC_LEAD [ Test GA-SR-002 - TODOOL028S Reject |
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