Instructions for Completion of SAP Software Requisition

Upon entry of a SAP requisition for software a hard stop message prompt will be displayed at the bottom of the req.

H Please enter Security/ADA information via customer tab - line 00010
See full screen capture below.
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H Please enter Security/ADA information via customer tab - line 00010
The message advises to complete the Security/ADA information of the Customer Data tab of the requisition.
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Go to the Customer Data tab. Note the button identified as “Security & ADA”; click the button.

= Item [ 10 ] Sofware By The Book A4 AV
Valuation Account Assignment Source of Supply Status Contact Person Release strategy Texts Delivery Address
Software Questions /
Minarity Ind. (HUB) NA  |Not a HUB —e | Socurity & ADA | @00
Doc. Type/PCC Code 09 v
Conftract Mum

A pop up data box will appear. Complete data entry in the seven (7) fields.
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[ Create Purchase Requisition x

Security and ADA Information

Software Title BBC Software for Higher Ed
Ilsers Count 100
Version 4.6
Contact Name Dr.Jchn Grisham
Contact Ermail grisham@txstate.ed
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Security and ADA Information

Software Title ABC Software for Higher Ed
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Version 4.8
Contact Name Dr.John Grisham
Contact Email grisham@txstate.edu -
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Classroom administrative faculty/staff, single
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Return Small Team
Single User

Once complete, click the “Return” button.

[E Create Purchase Requisition X

Security and ADA Inforrmation

Software Title LBC Software for Higher Ed
Users Count 100

Version 4.8

Contact Name Dr.Jochn Grisham

Contact Email grisham@txstate.edu
Renewal? Mo w

Customer Use Ttlassrnom -]

[ fetun | +——




Note on the requisition that the Security & ADA light is now green to continue.

Software Questions

Security & ADA | OOW .

Save the requisition.
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Create Purchase Requisitiogﬂ

Receive the standard reminder to attach documentation received from the vendor. Click the green check.
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[For procurement of software, attach a VPAT (Voluntary Product Accessibility Template)
to the requisttion. If you don't have one, please request one from the vendor and
attach to the requisition. For software in the cloud, please have the vendor complete
the Higher Education Cloud Vendor Assessment Tool (HECYAT). The HECVAT is located
here: http://infosecurity.testate. edu/services/ serviceEvaluationRequest.htmil

The requisition is saved and ready for the workflow approval process.
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