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PRD – Supplier Invoices List  

Process: The Supplier Invoices List is to be used to locate and complete a Held PRD 
or to review a PRD’s workflow status. 

 
 

Procedures 
From the myUK 
main login screen, 
click on SAP Fiori 
Launchpad.  
 

 

 
This will open SAP Fiori on your Home Page. 
 

 
 
S4 Fiori Home Page 

On the Home Page, click on the search icon. 
 

 
 
 
Type “Supplier Invoices List” in the search field and click on Supplier 
Invoices List under Apps. 
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Supplier Invoices 
List Standard 
Selection Criteria 

The standard list search criteria is available for immediate selection.  
 

 
 

PRD – Workflow 
Status 
 
Enter Selection 
Criteria for Only 1 
PRD from the 
Supplier Invoice 
number generated 
by SAP. 

If you have the Supplier Invoice number and want to review just the 
one PRD, enter the Supplier Invoice number provided by SAP in the 
Invoice Document No field. Click Go. 
 

 
 
Click on the Invoice Number to open the PRD. Click on Approval 
Details or scroll to the bottom of the PRD. 
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The PRD is currently pending at the Workflow Step with a Status of 
Ready. This PRD is currently pending at Level 1 departmental 
approvers. 

 
 
 
Click on the back arrow next to Suppler Invoice to return to the 
selection criteria. 

 
 

Enter Selection 
Criteria to Review a 
List of PRDs. 
 

Click on Adapt Filters and check the box to the left of Entered By. 
                 

 
 
The available selection criteria will be updated. 
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To see all PRDs pending in the workflow that were created by the 
same user, choose Status Parked and Completed and enter the 
creator’s linkblue ID in the Entered By fields. 
 

 
 
Click on the Invoice Number to open the PRD to be reviewed. Click 
on Approval Details or scroll to the bottom of the PRD. 
 

 
 
The PRD will be pending at the Workflow Step with a Status of 
Ready. This PRD is currently pending review by Procurement 
Services. 
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Click on the back arrow next to Suppler Invoice to return to the 
selection criteria and RPD list. 
 

 
 
Continue reviewing the PRD workflow statuses as needed. 
 
 

PRD – Locate Held 
PRD 

Enter the Supplier Invoice number generated when the PRD was 
held. Click Go. 
 

 
 
Click on the Invoice Number to open the PRD. 
 

 
 
Click on Edit. Make the necessary changes to the PRD.  

 
 
 
When all changes are completed, click CHECK. Be sure certain to 
resolve any errors. Then click Save as Completed to start the PRD in 
Workflow. 
 

 
 

 


