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Introducing: Create and manage requisitions using Microsoft Excel

Customer challenge

Customers have areas in their businesses where large
requisitions with many line items get created. These
requisitions may have variable plants, or ship to
addresses, and accounting distribution for each line
item. The level of effort that it takes to enter these
large requisitions is big, as each line require several
steps to be updated.

Today, there's no way for a user to import a requisition
from a file and to avoid this manual effort.

Solution area

* SAP Ariba Buying
» SAP Ariba Buying and Invoicing
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Meet that challenge with

This feature will enable users an efficient and simple
way to create, or update, a requisition by uploading a
Microsoft Excel workbook. In addition, the user can
upload multiple requisitions as a zip file. Each file
allow for multiple requisition lines, different ship to
addresses (or plants, in case of SAP integrated
sites), as well as accounting distributions.

Implementation information

To have this feature enabled, please have your
Designated Support Contact (DSC) submit a Service
Request (SR).

Experience key benefits

This feature will enable users an efficient and simple
way to create, or update, a requisitions by uploading a
Microsoft Excel workbook file or zip file.

Prerequisites and Limitations

* The user should be part of the “Import Requisitions”
group

» One requisition per Microsoft Excel file

» Multiple (requisition) files can be collected in a zip
file

* This feature does not work in Guided Buying

* This feature does not work in Procurement
Operations Desk

+ Customers cannot defined their own Excel
templates for download, although other templates
may be used for upload



Overview: Create and manage requisitions using Microsoft Excel

HOME PROCUREMENT CATALOG

When enabled, and the user wants to Create a new requisition, this feature
gives the user the option to Upload Requisition. Create Requisition

Select the type of requisition you want to create.

What would you like to create?

This feature allow a user with Import Requisition group to;

Requisition

Upload Requisition

Import and Create new requisition from Microsoft Excel
Through Export/Edit/Import, Update requisition from Microsoft Excel T —

Import and Cancel requisition from Microsoft Excel Export

@ @& H © -0 s BPRI0521551783942424.s - Co.. Qv Search Shee

The Operation column in the file determines the action (Create, Update, S Lo Lo 2 Y e | [
Cancel). New and Updated requisitions are automatically (re-)submitted. e e
Requisitions in Ordered state will create a version 2 of the requisitonand |~ e

submit for approval, if the parameter "Allow Order Change From

Requisition Import Task” is enabled. If disabled, change orders via import
Is not allowed.

The Export feature also works on older, existing requisitions.

The Excel upload contain 3 tabs;
Requisition Header
Requisition Detall
Requisition Split Accounting @ e
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Details: The Excel template Requisition Header

Title DeliverTo Need_By"CompanyC Preparer Requester SAPPlantl UniqueNan ERPRequit Delay_PurcIsServiceR: IsShared IsTeamRec Operation Originating Originating PreparerPz Requesterl WorkOrderl
Boilerequi
g’c‘:::u;’o' :2“0??)’07 Password Password
. facility Chad Noll PST 2019 3000 cnoll cnoll PR159 No No No Update Adapter1 Adaptert
The Excel sheet contain 3 tabs;
1 « g .
Requisition Detail
Line_Numt Quantity DeliverTo Need_By_| Account_A SplitAccou BillTo ChargeTyp Commodity Account_T CommonC¢ Currency  PriceUnit  Unit_Of_M: ExpectedV Item_Cate¢ OverallLimi Purchase_ Purch_Org SAPPlant ExpectedA !
Requisition Header o ’ ’ ’ pumnese;
[8)
a g . [ Thu Mar 7
ReqUISItlon Deta‘ll % 1 Kl Chad Noll ;2202:(())‘139 K Qzemma'aooo 007 ::)Stcem J213 usb EA M JJoo 3000
—
- -, . - - q)
Requisition Split Accounting = o w7
8 2 4 Chad Noll ;’?svgg'ggs K §:mema 3000 007 E:mcem 7213 usD EA M 100 3000
1S . . .
A custom template for Excel Import may be used with 2| Requisition Split Accounting
. . o |Line_Number Account CompanyCode Network ActiviyNumber Cumency CompanyCode Asset CompanyCode ﬁ:m‘f; CompanyCode GeneralLedger IntemalOrder CompanyCode  Network Amount N ollection P
various formatting to help the user, however the template =™ PR sl - f
000000412
for the Excel Export used by SAP Ariba cannot be changed. ! ‘ "
usb 3000 0 3000 0000404000 8,000 2 50
Non-mandatory fields and their respective column in the SAP example fields: Requiiton Header i — L
1 H DeliverTo Quanti Accoun!
file, can be omitted. o Soepanioads
If SerV|CeS |S enabled, these CompanyCode Need_By_Date Network
. P r A nt_Assignment ActivityNumber
fields (Expected amount, Roauester SoRAwsuningTyos —[Curenoy -
- - - - . SAPPlantUniqueName BillTo CompanyCode
The name of the file itself is irrelevant. Service Start Date etc.) are  unaueame. CrargeType Asset
ERPRequisitionID Commodity_Code CompanyCode
aISO present Delay_Purchase_Until Account_Type CostCenter
IsServiceRequisition CommonCommodity_Code CompanyCode
. . . IsShared Currency GeneralLedger
Custom fields can be added to the Export / Import of the file For non-SAP integrated iTednficonted Prcsik | mamalOrier_
. iginatin m m_C:
through a service request. sites, the fields may be D e siemosiD [Poshess. S WhSElsmort
d|fferent PreparerPasswordAdapter Purch_Org Amount
RequesterPasswordAdapter SAPPlant SubNumber
ExpectedAmountCurrency NumberinCollection
MaximumA tCumency P
ShipTo ProcurementUnit
I Suppl?er ) Quantity
To otstouity,
TaxCode
:?:rrr'\‘fll;escription
ItemPartNo
ItemAuxPartld
Contractld
ManPartNo

- . UnitCe i
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Feature at a Glance
Details: Upload History

The upload occurs in the background, and the user can check the
“Upload History” under Manage > Upload History to see the status
of the upload.

In the history, each import and the success or fail of every upload is
listed, along with any error message that might have occurred.

- Completed; requisition created and submitted

- Completed with errors; requisition created, but remain in
Composing state (see separate slide)

- Failed; import failed and no requisition is created

For tasks that created a requisition, a link to the requisition is
provided.

The History tab of each imported requisition indicates if the
requisition was imported or not.

© 2019 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL

HOME PROCUREMENT

Request Submitted

CATALOG

Recent v Manage v

Your request nas peyn submitted with Job Id: Job36. Use the Manage section of the Navigation Panel to monitor the requests progress.

Upload History

HOME PROCUREMENT

Common ActioNg

Create

Requisition

Quick Quote Posting
Manage

Receive

Approvable Role Assignments

CATALOG

1 v To Do “ My Requisitions
0 Denied
[ ]
4 4
M Escalated Escalation... 8

Total Submitted
New

Requisition Details

Requisitions Status

PR159 Submitted

Done

Recent v

Approvable Role Assignments
Approval Processes

Core Administration

My To Do

Purchase Orders

Manage v

Receive
Reconcile Charges
Unassianed Charges

Upload History

0

Total Pins



Feature at a Glance
Details: Uploading multiple requisitions through a zip file

If the user wants to upload several requisitions at once, a
zip file can be created that contain all Excel sheets as
separate files.

No directory structure should exist in the zip file.

If the user upload a zip file of Excel sheets (each
representing a requisition), the batch job will treat each
sheet independently and should not stop if a single sheet
contain errors.

Requisition Details

The Upload History will show as a single job.

Requisitions Status
PR163 ‘Submitted
PR162 Submitted

PR164 Submitted
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Feature at a Glance
Details: Error handling

If there are semantic errors in the file, such as invalid
Cost Center, the upload status will say “Completed with
errors”, and the requisition status will remain in
Composing state.

If the user open the requisition and try to submit, the
errors will be visible just like when the requisition was
manually created.

Screenshot example shows a user Edit the requisition
and navigating to the accounting screen.

Syntax errors or issues with the file format, will have the
status Failed, and no requisition will be created.
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Requisition Details

Requisitions

PR165

A There are 2 p that require

ien or correction in order to complete your request. =]

Mouse over the red icons to learn more. Use the Next and Previous links to step through the errors

Accounting - by Line Itei as needed.

Account Assignment: * | K (Cost center) ~
Item Category:* Material ~~

Account Type: Cost Center

< Previous | Next>

Bill To: * | 3000 (New York) v
No.  Accounting Information GL Account is not acceptable t Percentage Action
GL Account:  (no value) Split Percentage:  50%
1 Split Amount; ,000.00 USD
Cost Center: » (no value) ° *
Internal Order:  (no value)
GL Account: 0000404000 (Consumables consumed) Split Percentage:  50%
2
Cost Center: 0000004120 (IT Service) Split Amount:  $4,000.00 USD
Internal Order:  (no value)
7




