
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.  

  See full screen capture below.  

 

 

The message advises to complete the Security/ADA information of the Customer Data tab of the requisition.  

 

 

 



Go to the Customer Data tab.   Note the button identified as “Security & ADA”; click the button.   

 

 

A pop up data box will appear.   Complete data entry in the seven (7) fields.  

 

 



 

 

 

Once complete, click the “Return” button. 

 



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

 

Save the requisition.   

 

 

Receive the standard reminder to attach documentation received from the vendor.  Click the green check.  

 

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

 

 


