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Goal 

 

• A way to manage your orders and the expenses that go with its approval. 

 

 
Above you see the normal procedure for processing orders in our system.  

By setting up an approval phase, the approver decides whether or not an order goes 

through. In figure 1 the order is approved, in figure 2 the order is cancelled by the 

approver.  

 

Figure 1 
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Set up in ODO 

 

• Only super users can create permission profiles in ODO. 

• Permission profiles created in ODO will automatically appear in SAP in the transaction 

ZBSDDATA – Maintain BSD 

 

1. Log in as super user 

2. Go to My Profile ���� My Profile 
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3. Go to Manage User Permissions Profiles  
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4. In the overview, click on CREATE A NEW PERMISSION PROFILE 

 
 

 

5. Enter the amounts and choose the settings you want.  

6. After doing this, click on ADD to save the profile.  
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Link Permission Profile To a User.  

 

After creating a permission profile you can immediately link it to a user in ODO. This 

requires the following steps:  

1. Go to Edit Active Users 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

8 

2. Select the user you want to link the permission profile to. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

9 

 

 

3. Open Workflows/Approvals and click EDIT. 
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4. Choose a permission profile and click Search to select an approver.  

 

 
 

5. Select the approver you want to link from the list. In the column super user you can 

verify whether the approver is a super user. With respect to standard permission 

profiles, the approver has to be a super user. 
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6. When the approver and the permission profile are chosen, click on the UPDATE button 

to save the change.  
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7. The overview of the user will show the changes. You can see the approver and approval 

profile.   
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Results in ODO 

 

1. When the shopper enters an order and goes to the check-out page, a message will appear 

informing the user that the order has been presented for approval.  

 

 
 

2. The button to finalize your order will automatically change to a button to forward it for 

approval. 

 

 
 

3. An overview of the order shows the order number. The user will also be informed that 

the order has been forwarded for approval.  
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4. If set, the shopper and approver will receive a confirmation e-mail concerning the 

order. The status of the order is pending approval. Together with this status it is 

explained why the order has been presented for approval. If the approver has saved his 

login data in his cookies, he can authorize by means of the approval e-mail.  
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5. If the authorizer did not save his login data, the possibility exists to login to ODO and 

approve the order by means of Order Approvals.  
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6. As soon as the order is approved or rejected, the shopper will receive another confirmation.  

 

 
 


