
How to view the status of a 
“Request ID” in SAP 

1. Click on the "Human
Resources" Tab

2. Click on "View
Status of
Employee..."
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How to view the status of a "Request"
with a "Request ID" in SAP



3. Click in the
empty box.

4. Input the
"Request ID"
number and press
"Enter"
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5. Click on
"Approval
Information"
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6. A new window will pop-up and show
where the transactions is pending.. (Only
if the transaction is still pending)

7. Only when
Approval 4 is
approved, then the
request is "fully"
approved.

8. If the request was "Denied" it will
show on the "Cancelled" Section...
usually with a "Comment"
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