
SAP Electronic Ordering

How to enter details on an electronic order requisition 1c

In Items Page enter the 
equipment details & prices

Open Outlook
Go to File – New – Choose Form
Select SAP Order Requisition – V 1.3

In TO box enter the 
IT Orders Zone* 

mailbox

1b

Enter vendor and 
delivery address details

1

1a

Supplier name



2

Details to be 
checked by IT 
Team Leader

Will then FORWARD
to School/Service 
IT Orders mailbox
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Costing Details to 
be entered by 
School/Service

Will then FORWARD 
to the budget holder 

to be authorised



4

Budget holder will check order. 
Click FORWARD and then in the 

TO field choose IT SAP. 
Enters authorisers name in 

Authorised By field then SEND.



5

IT Services enter order 
on SAP and then

post order form to public 
folders area


