
 

 
V05 – 14 Dec 16 Job Aid: Service Order Approval 1/9 

 

 

  
Introduction: 
 
The purpose of this Job Aid is to guide staff with the roles FM.07 (Certifying Officer) and SD.04 
(Services Delivery Releaser) through the process of approving, or rejecting, Service Orders that 
have been submitted to them by virtue of their role and mapping. 
 
The approval process is the same for both but the circumstances in which they will need to 
perform the approval, and what they are approving, is different.  The FM.07 Certifying Officer 
(FM Earmarked Funds Document Certifier) role will be located within the service recipient and be 
mapped to approve service orders that contain planned charges against a specific cost collector, 
these can be one of a Cost Centre, WBS Element or Internal Order.  Whereas, the SD.04 Services 
Delivery Releaser will be located within the service provider, mapped to the appropriate Plant 
and Planner Group, and will approve and release service orders that are not budget relevant, 
hence do not involve cost recovery. 
 
A budget relevant Service Order is one that has services that are charged against a client’s budget 
and requires their approval.  A non-budget relevant Service Order is not charged against a client’s 
budget and in most cases would be statistical so they are approved within the service provider 
from an operational perspective only. 
 
The steps involved are similar for both roles and sets of circumstances so the guidance provided 
herein is relevant to both.  Any differences will be indicated. 
 
When the SD.03 Services Delivery Planner has created either a ZM01 or ZM04 type Service Order, 
set it to Awaiting Approval status and saved it, an email is automatically sent to the Certifying 
Officer, FM.07, for budget relevant service orders and Services Delivery Releaser, SD.04 for non-
budget relevant service orders requesting their approval. In the email, the following information 
will be provided and it will appear as per the screenshot below: 
 

• The Service Order Number  
• The Description of the Service Order (as input by the SD.03) 
• Provisioning Cost Center 
• The Umoja name of the person who created the Service Order 

 
It should be noted that all staff mapped to the FM.07 role for the cost collector (Cost Centre/WBS 
Element/Internal Order) entered in the Service Order will receive this message.  Also, all SD.04s 
for the Plant and Planner Group used will receive the email for non-budget relevant Service 
Orders.  The same applies to automatic emails generated as detailed later in this Job Aid, on 
Reject or Release, all mapped to the relevant roles will receive the emails. 

Service Order Approval & Rejection 
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Trigger  
 
Perform this procedure when you need to approve a Service Order. 
 
Prerequisites 
 
Service Order is in Awaiting Approval status 
 
Transaction Code  
 
IW32 
 
Responsibilities 
 
For a budget relevant service order,  the FM.07 is to review the costs associated with the Service 
Order, validate account assignment, services (operations) and/or components to be provided are 
accurately reflected and in accordance with their request.  The information to review for an 
SD.04 is similar except that for non-budget related service orders there are no costs to review. 
 
Step-by-Step Instructions  
 
1. Enter IW32 in the Command field  
 



 

 
V05 – 14 Dec 16 Job Aid: Service Order Approval 3/9 

 

 

 
 
2. Click the Enter icon  
 
3. Enter the Order number (from the email) in the Order field and click enter: 
 

 
 
Note: For budget relevant Service Orders the User Status is AWAP (Awaiting Approval) and the 
System Status at this time is LKD (Locked), which means that only those mapped to FM.07 can 
change the order and the only change they can make is to Approve or Reject.  The FM.07 cannot 
make any data changes to the Service Order, nor can the SD.03 or SD.04, until it is approved.   
 
4. Click the Operations tab. Review the list of the activities/operations planned to be provided.  
Repeat for the Components tab if there are any. 
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5. Click the Costs tab. Review the total costs of the Service Order. For a more detailed breakdown 
of the costs, click on the “Rep. Plan/Act.” button. 
 

 
 
 
6. Click the Location tab. Review the following fields: 

• Asset (if relevant) 
• Cost Centre/WBS Element/Internal Order (as relevant) 
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7. Select the Goto > Assignments > Funds Management menu item. The “Assignment: Funds 
Management” screen will pop up. Review the Fund Assignment and click on the green check 
mark when done.  
 

 
 
 

 
 
8. Click the Back icon  
 
9. When you are satisfied that everything is in order, click the Change Status icon to change the 
status of the Order to Approved.  You can do this from within any tab. 
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10. To approve, select “03 APPR Order Approved” radio button and click on the green check mark 
located on the bottom right side 
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11. Click the Save button.  If you do not save, the Service Order will not be approved and still 
locked for both SD.03 and SD.04. 
 
12. It is important to note that in approving a budget relevant service order the FM.07 is also 
confirming that funds are available to cover the costs associated with it, even though budget is 
not consumed at this stage of the process. 
 
13. An email will automatically be sent to the Service Order Releaser (SD.04) advising that the 
Service Order is approved.  They can then release the order for the work to be carried out and/or 
goods issued.  The message received will be similar to the one received at the beginning of this 
process, as per below. 
 

 
 
14. Alternatively, if for any reason you want to Reject the Service Order, follow Step 9 above but 
when you get the ‘Set User Status’ pop-up select ’04 REJT Order Rejected’ instead of Order 
Approved.   
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15. When you reject a Service Order you also need to enter a reason for rejection in the 
embedded Notification.  To do this, before you save the Service Order, click on the Notification 
icon, indicated below, and you will get the screen shown in the second screen below.  Enter text 
in the free text field reflecting the reason for rejection.  Then click the green arrow back button.  
The system will record the date, time and name of entry, this information will be visible in the 
Service Order to anyone who opens it. 
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16. When the Service Order is now saved it will automatically generate the message below to the 
SD.03 Planner. 
 

  
 
17. The SD.03 Planner should then open the Service Order, review the embedded Notification 
and take the necessary action(s). 


