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1. Log On and Open the Non-Standard/Non-Supported Shopping Cart 

a. Log into SAP Portal. 

b. Click Work > Universal Worklist tab. 

c. Click the shopping cart approval link to open and review. 

 

2. Review Details 

a. Read any Approval Notes. 

b. Click the Description to open the information about the requested item. 

 

Details for item opens at bottom of window. 
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c. Click Account Assignment tab 

 

d. Check additional information in attached documents. 

 In Details for item 1, click Notes and Attachments tab. 

 

e. To open the attachment, click the Description (link). 

 

3. Add Comments 

a. Once you’ve reviewed the shopping cart and attachments, enter any additional comments in the Approval Note 
in the General Data section at the top of the shopping cart. 

b. Click Add Comment. (Click in the Approval Note field if it is blank.) 
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c. Enter additional comments. 

 

4. To approve, make sure Approve radio buttons are chosen, click Submit. 

 

5. If you choose to reject the cart 

a. Add a note with your reasoning in the Approval Note section 
b. Click the Reject radio buttons for each item. 
c. Click Submit. 

 


