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Process Flow, Create S/4 Purchase Requisition (PR)
Target Audience: Requester
Purpose: Create S/4 Purchase Requisition (PR)
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Process Flow, Validate S/4 Purchase Requisition (PR) Release Strategy
Target Audience: Buyer
Purpose: Validate S/4 Purchase Requisition (PR) Release Strategy
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Process Flow, Review & Approve S/4 Purchase Requisition (PR)
Target Audience: Approver
Purpose: Review & Approve S/4 Purchase Requisition (PR)
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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 (or generated by planning) and then reviewed/approved before a buyer converts it 
into a purchase order (PO) or a request for quotation (RFQ).

 Release Strategy: The configuration that controls how purchasing documents are approved – who must approve, in what order, 
and under what conditions – before the document can be processed further (e.g., sent to a supplier or converted).

 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 an RFI/RFP, collect bids, 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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Create S/4 Purchase Requisition (PR)
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Create S/4 Purchase Requisition (PR) (1 of 13) 
Action: Initiate PR (in S/4HANA)
Role: Requester

Step Action Taken

1 To create 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 
page, scroll down to Ariba Procurement, and 
click the thumbtack icon to pin the space to 
the top menu.
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Create S/4 Purchase Requisition (PR) (2 of 13) 
Action: Initiate PR (in S/4HANA)
Role: Requester

Step Action Taken

3 Click the Create Purchase Requisition tile. 
NOTE: If the Create Purchase Requisition tile 
is not displayed, enter ME51N in the search 
and press Enter.
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Create S/4 Purchase Requisition (PR) (3 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

1 Choose the appropriate option from the 
Document Type drop-down list. NOTE: 
Options include: Req to PO, Req to OA, Req 
to Prof Svc OA, Req to Prof Svc PO, Grant 
Req to OA, Sub Grant Req to PO.

2 In the Header section, select Total Projected 
Cost.

3 Enter Total Projected Cost. NOTE: The PR 
cannot be created without it, and mandatory 
fields are marked with an asterisk (*). 
Greyed-out fields are auto-populated, so no 
entry required. Review, as needed.
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Create S/4 Purchase Requisition (PR) (4 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

4 Navigate to the Item Overview section and 
enter K (Cost Center) in the Account 
Assignment Category field. NOTE: As shown, 
use the Search and Select function, if 
needed.
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Create S/4 Purchase Requisition (PR) (5 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

5 In the Material field, click the Search and 
Select function.

6 In the Material Description field, click the 
Define Filter Conditions function.

7 Select the Contains Pattern option from the 
drop-down list.

8 Enter a description for material.

9 Click Go. NOTE: A listing of materials is 
shown based on the material description 
entered.

10 Click the check-box next to the appropriate 
material description.

11 Click OK to add the material. NOTE: The 
material is added by material number.
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Create S/4 Purchase Requisition (PR) (6 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

12 In the Quantity field, enter the total quantity 
to be purchased.

13 In the Unit field, click the Search and Select 
function.

14 Use the filters as needed and click the check-
box next to the appropriate unit of measure.

15 Click OK to add. NOTE: The unit of measure is 
added by material number.
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Create S/4 Purchase Requisition (PR) (7 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

16 In the Valuation Price field, enter the 
valuation price per unit.

17 In the Delivery Date field, click the Search 
and Select function.

18 Scroll to and click the appropriate Delivery 
Date in the Calendar. NOTE: The delivery 
date is added.
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Create S/4 Purchase Requisition (PR) (8 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

19 In the Plant field, click the Search and Select 
function.

20 Use the filters as needed and click the check-
box next to the appropriate Plant.

21 Click OK to add the Plant. NOTE: The Plant is 
added by 4-digit Plant Number.
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Create S/4 Purchase Requisition (PR) (9 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

22 In the Purchasing Group (PGr) field, click the 
Search and Select function.

23 Use the filters as needed and click the check-
box next to the appropriate Purchasing 
Group (PGr).

24 Click OK to add the Purchasing Group (PGr). 
NOTE: The Purchasing Group is added by 3-
digit Purchasing Group Number.
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Create S/4 Purchase Requisition (PR) (10 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

25 In the TrackingNo field, enter a tracking 
number.

26 In the Purchasing Org (POrg) field, click the 
Search and Select function.

27 Use the filters as needed and click the check-
box next to the appropriate Purchasing Org 
(POrg).

28 Click OK to add the Purchasing Org (POrg). 
NOTE: The Purchasing Group is added by 3-
digit Purchasing Group Number.
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Create S/4 Purchase Requisition (PR) (11 of 13) 
Action: Create PR (in S/4HANA)
Role: Requester

Step Action Taken

29 In the Item Details section, navigate to the 
Account Assignment tab.

30 Confirm the G/L Account field is populated.

31 Enter the appropriate Cost Center. NOTE: 
Use click the Search and Select function and 
associated filters, as needed.

32 Enter the appropriate Fund. NOTE: Use click 
the Search and Select function and 
associated filters, as needed.

33 Before saving the PR, click Check to 
determine if any error exist. NOTE: If errors, 
exist, a pop-up screen displays a listing of 
errors. Resolve accordingly and click Check 
again. If no message display, proceed to next 
step.

34 Click Save. NOTE: A message displays 
indicating the PR was successfully created, 
along with the 10-digit PR number.
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Create S/4 Purchase Requisition (PR) (12 of 13) 
Action: Route PR for Approval (in S/4HANA)
Role: Requester

Step Action Taken

1 On the My Home page, click the Select 
Approvers for Purchase Requisition task: 
NOTE: This will be PR recently created.

2 Review the details of the task in My Inbox.

3 Click Open Task to select the first approver of 
the task.
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Create S/4 Purchase Requisition (PR) (13 of 13) 
Action: Route PR for Approval (in S/4HANA)
Role: Requester

Step Action Taken

4 Review the list of first approvers for the PR 
and click the check box next to the 
appropriate approver.

5 Click Autosequence in the top menu to route 
the PR to the first approver.

6 Click Done. NOTE: The task PR is routed to 
the first approver and is no longer visible on 
My Home page on My Inbox.
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Validate S/4 Purchase Requisition (PR) 
Release Strategy
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Validate S/4 Purchase Requisition (PR) Release Strategy (1 of 4)
Action: Validate S/4 PR Release Strategy
Role: Buyer

Step Action Taken

1 To validate the PR Release Strategy 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 3-line menu in the top left of the 
page, scroll down to Ariba Procurement, and 
click the thumbtack icon to pin the space to 
the top menu.
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Validate S/4 Purchase Requisition (PR) Release Strategy (2 of 4)
Action: Validate S/4 PR Release Strategy
Role: Buyer

Step Action Taken

3 Enter ME53N in the Search bar.

4 Click the magnifying glass icon. NOTE: The 
Display Purchase Requisition tile displays.

5 Click the Display Purchase Requisition tile.
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Validate S/4 Purchase Requisition (PR) Release Strategy (3 of 4)
Action: Validate S/4 PR Release Strategy
Role: Buyer

Step Action Taken

6 At the top center of the page, click Other 
Purchase Requisition.

7 Enter the corresponding PR ID into the 
Purchase Requisition field and press Enter.
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Validate S/4 Purchase Requisition (PR) Release Strategy (4 of 4)
Action: Validate S/4 PR Release Strategy
Role: Buyer

Step Action Taken

8 Go to the Release Strategy tab. NOTE: Each 
code listed represents a separate approver 
for the selected PR. An orange Release 
Possible icon means the PR is in the approval 
process and ready for action.
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Review & Approve S/4 Purchase 
Requisition (PR)
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Review & Approve S/4 Purchase Requisition (PR) (1 of 6)
Action: Review & Approve S/4 PR
Role: Approver

Step Action Taken

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

2 In the To-Dos section, click the Release 
Purchase Requisition to review and approve 
(or reject) the task. NOTE: If the task is not 
visible in the To-Dos section, following the 
steps outlined here.

Sourcing in SAP Ariba: Sourcing Request Initiation (SRC_QRG_02) July 2026 27



Review & Approve S/4 Purchase Requisition (PR) (2 of 6)
Action: Review & Approve S/4 PR
Role: Approver

Step Action Taken

3 Review the summary information shown for 
the Review Purchase Requisition task.

4 Click Open Task to review more detailed 
information for the Review Purchase 
Requisition task.

5 On review of task information is complete, 
click Approve to approve the Review 
Purchase Requisition task. NOTE: Reject, 
Forward, and Suspend can also be processed 
here, as needed.

6 Enter notes in the Submit Decision pop-up 
box, as needed.

7 Click Submit.
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Review & Approve S/4 Purchase Requisition (PR) (3 of 6)
Action: Review & Approve S/4 PR (Alternate Method)
Role: Approver

Step Action Taken

1 To review and approve a PR in S/4, log into 
S/4 Fiori app with your S/4 enterprise 
credentials/access. NOTE: Upon login, the 
review and approve task will likely display as 
a task in the To-Dos section. Review and 
approval (as well as rejection) can be 
processed directly from there.

2 On your Home Page, click Ariba 
Procurement at the top right of the page. 
NOTE: If Ariba Procurement is not displayed, 
click the 3-line menu in the top left of the 
page, scroll down to Ariba Procurement, and 
click the thumbtack icon to pin the space to 
the top menu.
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Review & Approve S/4 Purchase Requisition (PR) (4 of 6)
Action: Review & Approve S/4 PR (Alternate Method)
Role: Approver

Step Action Taken

3 Alternatively, enter ME54 in the Search bar.

4 Click the magnifying glass icon. NOTE: The 
Release Purchase Requisition tile displays.

5 Click the Release Purchase Requisition tile.

6 At the top center of the page, click Other 
Purchase Requisition

7 Enter the corresponding PR ID into the 
Purchase Requisition field and press Enter.
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Review & Approve S/4 Purchase Requisition (PR) (5 of 6)
Action: Review & Approve S/4 PR (Alternate Method)
Role: Approver

Step Action Taken

8 Review the details of the PR in the Header, 
Item Overview, and Item Details sections.
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Review & Approve S/4 Purchase Requisition (PR) (6 of 6)
Action: Review & Approve S/4 PR (Alternate Method)
Role: Approver

Step Action Taken

9 In the Header section, click Release Strategy.

10 To reject the PR, click the Reject button. 
NOTE: Upon rejection, the PR is returned to 
the requester.

11 To approve and release the PR, the Release 
icon in the Release column. NOTE: Upon 
release of the PR, a green check mark is 
displayed, as shown.
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