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1. Requestor 

1.1. Generation of New Ticket 

 

- Once the Requestor login into the system, SAP Request and Tracking System Dashboard is displayed 

to them. 

- The Left section of Dashboard will display various link to the sub sections in requestor page while 

dashboard main content (middle section) will display the status of the tickets generated by the user till 

date. 

- To generate new ticket, requestor have to follow the given path:  

Menu->Transaction->New/Modify Ticket 
 



 

- To create new ticket, requestor have to enter few details as shown above:  

1. SAP Username (unique to the requestor): Your SAP Unique UserID. 

2. Area of Requirement: New report, Change in report. 

3. Client (corresponding to input SAP Username): Your Requirement for Which Client 

(Company). 

4. SAP Module: Your Requirement for Which SAP Module i.e.  FI, CO, Basis, CRM, Security 

and others).  

5. Expected Delivery date: When you need requirement. 

6. Requirement Priority: Your requirement Priority (Low/Medium/High). 

7. Requirement Heading: Short Description of Your Requirement. 

8. Requirement Brief Description: Detail description of what requestor needs. 
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- If the requestor wants to have his work done on urgent basis, they can set the Requirement Priority to 

High and provide reason for the priority in Priority Reason section. 

- Requestor can upload any file, as per there, need in any of the specified format. 

- Once the details are filled, user has to click on the Submit button and new ticket is generated with the 

message as shown in below image. 

 

 

- Once the requestor submits its requests, ticket is generated with unique ticket ID with the following 

format: SAP/ User dept/ Module name/ Client ID/ Ticket number. 

 



- Once the ticket is generated, the system will ask requestor whether they want to release the ticket or 

save the ticket as a draft and release later. 

- Once the ticket is released, it will be forwarded to next user for further process. 

 

 

- To view Requester’s generated tickets, requestor has to follow the given path: 

Menu->Transaction->My Ticket List. 

- The brief descriptions of generated ticket are displayed along with any document uploaded as 

attachment. 



 

- Once the ticket is generated and released further, corresponding changes are reflected on the dashboard 

of the requestor. 

 

1.2. Ticket is rejected by Reporting Head 

 

- The requester can check the rejected ticket (if any) in Ticket list by follow below given path: 

Menu->Transaction->My Ticket List.  

- To edit the content of the ticket, user has to click on the Edit icon under the action column. 



 

- Once the required changes are done in the ticket, user has to save the changes and click on the Ok 

button as shown below. 

 

 
- Once the Ticket is updated, Ticket Update Notification is displayed. 

 

 

-  Once the ticket is updated, the request can view the ticket through:                                                    

Menu->Transaction->My Ticket List. 

- There, the requestor has to release the ticket by clicking on the Release Request option in the Action 

column.  



 

- Once the Release Request button is clicked, the user gets the notification of the request been release 

along with the Ticket Id. 

 

1.3. Request for Development Testing 

 

- After the work on ticket is done, requestor gets a request to test the work which is done by following 

the below given path: Menu->Transaction->My Ticket list and does the testing. 

- Once testing is done, the requestor can approve the testing by clicking on the Approve button or reject 

the work done by clicking on the Reject button as mark above with the relevant comment in the 

Requestor Development Comments section.  

 

 

 

 

 



 

1.4. Request for Quality Testing  

 

- Requestor can view a request send by the basis by following the below given path:  

Menu->Transaction->My Ticket list. 

- They have to give the Rating for the work done on its request by providing Maximum stars for perfect 

work or Minimum stars for incomplete work along with the comments in the Rating Comments 

section. 

- The requestor also has to provide comments in the Requestor Quality Comments section.  

 

1.5. Requestor can Close Ticket 

 



- After the requested work in the ticket is done and the request is moved to production, the requestor has 

to provide the final comments in the Requestor Final Comments section and Approve/Reject the 

work 

2. Reporting Head 
 

 

- Once the Reporting Head login into the system, SAP Request and Tracking System Dashboard is 

displayed to them. 

- The Left section of Dashboard will display various link to the subsections while dashboard main 

content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket generated by the requestor, reporting head have to follow the below given path: 

Menu->Transaction->Reporting Head Approval. 

 



- To approve/reject the ticket generated, reporting head have to click on the View icon as shown in the 

above image. 

 

- The details of the ticket generated along with the comments provided by the requestor are displayed as 

shown above. 

 

 

- If reporting head wishes to see changes in the ticket generated by the requestor, they can reject the 

ticket by clicking on the Reject button as displayed above.    

- If reporting head wishes to provide more details for the changes, they can upload any files by clicking 

on Add File button. 



 

- Reporting Head have to confirm if they wishes to reject the ticket generated by the requestor. 

 

- To view/check actions performed on the tickets, user has to follow the below given path:  

Menu->Transactions->Reporting Head Approval List.  

- The users can view the status of the ticket through Current Status. 

 

 



- If the reporting head receives the approval request for the ticket after the expected changes are made, 

then they can approve it by clicking on Approve button as shown above. 

- Also, they have to provide the approval comment doe the ticket in the Requestor Head Comments 

section. 

 

- To view/check actions performed on the tickets, user has to follow the below given path:  

Menu->Transactions->Reporting Head Approval List. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. SAP Head. 

3.1. Reject/Approve Ticket from Requestor 

 
- Once the SAP Head login into the system, SAP Request and Tracking System Dashboard is displayed 

to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket, SAP Head have to follow the below given path:  

Menu->Transaction->SAP Head Approval. 

 

 

 
- To approve/reject the ticket generated, reporting head have to click on the View icon as shown in the 

above image. 

- Also, they can see the status of the Ticket through the Current Status section. 



 

- If SAP head wishes to see changes in the ticket generated by the requestor, they can reject the ticket by 

clicking on the Reject button or approve the ticket through Approve button.    

- If the SAP Head wishes have to provide more details for the changes, they can upload any files by 

clicking on Add File button. 

- Comments are to be given mandatorily in the SAP Head Comments section.  

 

 

- SAP Head have to confirm if they wishes to reject the ticket generated by the requestor. 



 

- If the SAP head receives the approval request for the ticket after the expected changes are made, then 

they can approve it by clicking on Approve button as shown above. 

- Also, they have to provide the approval comment for the ticket in the SAP Head Comments section. 

 

 

- To view/check actions performed on the tickets, user has to follow the below given path:  

Menu->Transactions->SAP Head Approval List. 

 

 

 

 

 

 

 

 

 



3.2. Ticket is rejected by Feasibility Checker 

 
- If the ticket that was send to Feasibility Checker gets rejected, the SAP Head can follow the given path 

the check the status: Menu->Transaction->SAP Head Approval. 

- The user can view the status in the Current Status section and view the ticket details by clicking on 

the View ticket icon shown in the above image 

 

- By clicking on the view icon, users can check the comments given by the Feasibility checker. 

- After the changes are made, SAP head again send the ticket approval request to Feasibility checker for 

their approval. 

 

 

 



3.3. Approve/Reject reject for Quality to Production  

 

- When the SAP Head gets an approval request for ticket to be transferred from Quality to Production, 

they have to follow the given path: Menu->Transactions->SAP Head Approval (QA). 

- If all ticket details are proper, the SAP head can approve the ticket by clicking on the Approve button 

or reject the ticket by clicking on the Reject button, along with the Comments in the SAP Head 

Quality Testing Comments section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Feasibility Checker 
 

 
- Once the Feasibility Checker login into the system, SAP Request and Tracking System Dashboard is 

displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To allocate resources for the ticket request, Resource Assignee have to follow the below given path:  

- Menu->Feasibility Checker->Feasibility Check. 

 

- To view the ticket details and assignee the resources, users have to click on View icon displayed in 

above diagram. 

 



 

- The role of Feasibility Checker is to evaluate the request from the requestor and check if the given 

problem can be resolved or not. 

- If they think that the issue can be resolved, they can approve the ticket request by clicking on the 

Approve Button or reject the request by clicking on the Reject button, if the issues of the request 

cannot be resolved or some additional information is required regarding the ticket is needed. 

- Feasibility checker also have to provide comments in the SAP Feasibility Checker Comments section 

mandatorily. 

 

 

 

 

 

 

 

 

 

 

 

 



5. Resource Assignee 
 

 

- Once the Resource Assignee login into the system, SAP Request and Tracking System Dashboard is 

displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To allocate resources for the ticket request, Resource Assignee have to follow the below given path:  

Menu->Transaction->Resource Assignment. 

 

 
- To view the ticket details and assignee the resources, users have to click on View icon displayed in 

above diagram. 



 

- User has to click on the Add Row button to allocate new resource person for the ticket request. 

- Users have to fill the details as per mentioned below: 

Resource Type: Whether the resource are Developer, Tester or Functional. 

Resource Name: Name of resource person. 

Remarks: Comment for the Resource person. 

Assigned Priority: Priority assigned to the request. 

Efforts: Efforts needed by the resources person (High/Medium/Low). 

Expected Finish Date: work delivery date. 

Primary Resource: Primary person who will oversee the work done by various allocated resources is                                 

to be selected and can be done by checking the small box.  

- Once all the resources are allocated, resource assignee has to click on Submit button. 

 

 

- Users can view the list of assigned resources by going to the below given path:                                   

Menu->Transaction->Resource Assignment List.  

- Details of allocated resources are displayed in the Resources Assigned section with the Current Status 

of the work. 



 

- If the Primary Resources request for resource reassignment, this will be reflected in Resource 

Assignment section through: Menu->Transaction->Resource Assignment. 

- Changes to resources assignment can be done by clicking on the View icon and then Add/Remove any 

Resource Person, as per needed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Primary Resource 
 

6.1. Approval/Rejection of Work Done 

 

- Once the User who is assigned as Primary Resource login into the system, SAP Request and Tracking 

System Dashboard is displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- For the Primary assignee to check the work, they have to follow the below given path:  

Menu->Primary-> Primary Approval List (Dev). 

 



 

- The person who is assigned as Primary Resource can check the status and review the work done by all 

the resource persons. 

- The resource person whose work is pending is display in Yellow colour. 

- If primary person thinks that work done by a resource person is not up to the mark, they can ask the 

person to do rework by clicking on Rework button. 

- Also, if primary resource thinks for reassigning some work to other resource person, then they can click 

on the Request for Reassigned and this request is then forwarded to Resource Allocation person. 

 

 
- Once Rework button is hit, the system asks primary assignee to provide the comments in Comments 

section and once done, click on the Submit button.    

 



 

- Once all the resource people’s work is done, the primary sends the submitted work for testing by 

clicking on Send for Testing button. 

 

6.2. Move from Development to Quality 

 

- Once the development work gets approved by the requestor, Primary Assignee has to move the request 

from Development to Quality and to do so, they have to follow the below given path:       

Menu->Primary->Primary Approval (Dev to QA).  

- Primary assignee can move the request by clicking on the View icon as display above. 

 



 

- Primary assignee has to provide comments in the Primary Assignee Comments section and then click 

on the Approve button to move the ticket. 

 

6.3. Move from Quality to Production 

 

- Once Requestor does the testing and approves it, the approval request is then reflected in the Primary 

Assignee login through the following path: Menu->Primary->Primary Approval (QA). 

- Primary Assignee have to fill the mention details to move the ticket from Quality to Production: 

RequestNo: Unique number for Transport request no. 

SourceClient: By Which company the request is made. 

UserName: SAP User Id. 

TargetClient: For which company request is made. 

Target System: Whether move to Quality or Production. 

- User can add or remove through the Add Row button or Remove button. 



- Once details are filled, user has to provide move comments in the Primary Assignee QA Testing 

Comments section and click on the Approve button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Developer 
 

 

- Once the user assigned as Developer by the primary resource logins into the system, SAP Request and 

Tracking System Dashboard is displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket request and start the work, Developer have to follow the below given path: 

Menu->Developer->SAP Developer. 

 

 

- Developer can view the ticket on which work has to be started by clicking on View icon and also check 

the priority of the work. 



 

- After developer view the ticket details, they can start the work on the request by clicking on Start 

Work button or reject the request by clicking on Reject button. 

 

 

- Once the developer start their work, they have to fill few details as mentioned above: 

RequestNo: Unique number for Transport request no. 

SourceClient: By Which company the request is made. 

UserName: SAP User Id. 

TargetClient: For which company request is made. 

Target System: Whether move to Quality or Production. 

- User can add or remove through the Add Row button or Remove button. 

- Once details are filled, user has to provide move comments in the SAP Team Comments section and 

click on the Submit Work button or Reject Button. 



 

- Once the work is done, developer can view their work details and status by following the given path: 

Menu->SAP Developer->SAP Developer Approval List. 

- If the work is submitted, the Status column in the Resource Assigned section will reflect the action 

performed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Functional 
 

 
- Once the user assigned as Functional by the primary resource logins into the system, SAP Request and 

Tracking System Dashboard is displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket request and start the work, Functional have to follow the below given path: 

Menu->Functional->SAP Functional. 

 

- Functional can view the ticket on which work has to be started by clicking on View icon and also check 

the Current Status of the work. 



 

- Once the functional checks the work details, they can start their work by clicking on Start Work 

button or can reject the work assignment by clicking on the Reject button.  

 

- Once the Functional start their work, they have to fill few details as mentioned above: 

RequestNo: Unique number for Transport request no. 

SourceClient: By Which company the request is made. 

UserName: SAP User Id. 

TargetClient: For which company request is made. 

Target System: Whether move to Quality or Production. 

- User can add or remove TR through the Add Row button or Remove button. 



- Once details are filled, user has to provide move comments in the SAP Team Comments section and 

click on the Submit Work button or Reject Button. 

 

- Once the work is done, functional can view their work details and status by following the given path: 

Menu->SAP Functional->SAP Functional Approval List. 

- If the work is submitted, the Status column in the Resource Assigned section will reflect the action 

performed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9. Master 
 

 
- Once the user assigned as Master by the primary resource logins into the system, SAP Request and 

Tracking System Dashboard is displayed to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket request and start the work, Functional have to follow the below given path: 

Menu->Master->SAP Master. 

 

- Master can view the ticket on which work has to be started by clicking on View icon and also check the 

Status of the work. 



 

- Once the master checks the work details, they can start their work by clicking on Start Work button or 

can reject the work assignment by clicking on the Reject button. 

 

 

- Once the Master start their work, they have to fill few details as mentioned above: 

RequestNo: Unique number for Transport request no. 

SourceClient: By Which company the request is made. 

UserName: SAP User Id. 

TargetClient: For which company request is made. 

Target System: Whether move to Quality or Production. 

- User can add or remove through the Add Row button or Remove button. 

- Once details are filled, user has to provide move comments in the SAP Team Comments section and 

click on the Submit Work button or Reject Button. 



 

- Once the work is done, Master can view their work details and status by following the given path: 

Menu->SAP Master->SAP Master Approval List. 

- If the work is submitted, the Status column in the Resource Assigned section will reflect the action 

performed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Tester 
 

 

- Once the Tester login into the system, SAP Request and Tracking System Dashboard is displayed to 

them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- For the SAP Tester to start with the testing work, they have to follow the below given path:  

- Menu->Tester->SAP Tester. 

 

 

- The tester can view the request on which testing is to be done by clicking on the View button. 



 

- The tester can approve the development testing by clicking on the Approve button or reject the testing 

request by clicking on Reject button along with the comment in SAP Team Tester Comments section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11. Basis 

11.1. Approve/Reject Request from Development to Quality 

 

- Once the Basis login into the system, SAP Request and Tracking System Dashboard is displayed to 

them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket that has to move from Quality to Production, Basis has to follow the below 

given path: Menu->Basis->Basis Approval (Dev). 

 
- Basis can view the ticket by clicking on View option and perform necessary actions required of them. 



 

- After the request to move the ticket from Development to Quality is reviewed, the basis can approve or 

reject the ticket by clicking on Approve or Reject button. 

- Also, basis have to provide necessary comments in the Basis Comments section, along with any file to 

be uploaded for reference purpose by clicking on Add File button.   

- Any action performed by the basis is reflected and viewed by following the given path:  

Menu->Basis->Basis Approval List (Dev). 

 

11.2. Approve/Reject Request from Quality to Production 

 

 

- After getting approval from the IT Head to move the ticket from Quality to Production, basis can view 

the ticket by following the given path: Menu->Basis->Basis Approval (Prod). 

- To perform any action (Approve/Reject) on the ticket, basis has to click on the View icon as shown 

above. 



 

- If all ticket details are proper, basis can approve the ticket and send for production testing by clicking 

on the Approve button or reject the ticket and send it again to Primary Resource by clicking on the 

Reject button, along with the Comments in the Basis Final Comments section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. Basis Head 
 

 

- Once the Basis Head login into the system, SAP Request and Tracking System Dashboard is displayed 

to them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject ticket request, Basis Head have to follow the below given path:  

Menu->Basis->Basis Head Approval. 

 

 
- Basis Head can view the ticket by clicking on the View icon as shown above. 



 

- If all ticket details are proper, Basis Head can approve the ticket by clicking on the Approve button or 

reject the ticket and send it again to SAP Head by clicking on the Reject button, along with the 

Comments in the Basis Head Comments section. 

- Also, any file for reference purpose can be uploaded by clicking on the Add File button.  

- To view the action performed by the Basis head on the ticket, they have to follow the below given path: 

Menu->Basis->Basis Head Approval List. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13. IT Head 
 

 

- Once the IT Head login into the system, SAP Request and Tracking System Dashboard is displayed to 

them. 

- The Left section of Dashboard will display various link to the subsections of the SAP while dashboard 

main content (middle section) will display the status of the tickets generated by the requestor till date. 

- To approve/reject request to move the ticket from quality to production, IT Head have to follow the 

below given path: Menu->Transaction->IT Head Approval. 

 
- If all ticket details are proper, IT Head can approve the request to move the ticket from quality to 

production by clicking on the Approve button or reject the ticket and send it again to Basis Head by 

clicking on the Reject button, along with the Comments in the IT Head Comments section. 

- Also, any file for reference purpose can be uploaded by clicking on the Add File button.  

- To view the action performed by the IT head on the ticket, they have to follow the below given path: 

Menu->Transaction->IT Head Approval List. 



 

 

 

  


