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Approve SAP Contracts – ME35K 
 

Use this procedure to approve SAP Contracts. 

 

1. Access the SAP Logon Pad and enter transaction code ME35K. 

2. Enter the Release Code for the approver (e.g., 01 – DGS Sec.) and click Execute. 

a. To locate the Release Code, select the match code to the right of the space.  A 
list of Release Codes will display. 

 

  



Rev. 6.1.2022  2 

3. Users may enter the Contract Number into the Document Number field or leave blank for a 
complete list and scroll through the list of contract numbers to locate the contract requiring 
your approval (newer contracts are listed at the bottom). 

4. Select the Contract Number to be approved. 

 

5. Select the Release button to Approve, then select the Save button. 
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6. Display the contract using transaction code ME33K to verify the release was successful.  
The Release Code should display in the Releases to Date column.  It will display the 
release code above the Final Release codes. 

 

End 


