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The purpose of this job aid is to show how to 
create an Asset Purchase Requisition in 

Ariba Guided Buying. Certain Commodity 
Codes/Material Groups have already been 
identified as potential capital equipment. If 
these Commodity Codes are selected and 
the unit cost is $5000 (inclusive of tax) or 

more, the system will prompt users to 
change the account assignment to “Asset”.  

To access Ariba Guided Buying, log in to 
your ESS (https://ess.lausd.net/) using your 
SSO (Single Sign On). 

Click on the “Ariba Shopping Cart” tile.
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https://ess.lausd.net/


You will be directed to the Ariba Guided 
Buying home page.

Click “Request a Non-Catalog Item”.
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Click “Request a Non-Catalog Item”.

5

6

In the Product name field, type in the item 
description.



Enter the quantity, unit of measure and 
price. 
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Copy and paste the Product name into the 
Description.



Enter the Commodity Code/Material Group. 
You have the option to search by typing 
keywords. Search for the Commodity Code 
that best fits the item.
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Or you can click on the search icon to 
expand the search. 



Choose no if the item is not for technology, 
textbooks, catering, or software.
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Click “Add to Cart”.



If more items are required, click the “X” 
button and repeat the process.
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When completed, click “Checkout”.
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Rename the PR. 
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Enter the Need by Date. 



You will receive a warning. 
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Click the right-faced arrow. 



Select Vendor. 
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Click on the right-arrow to expand the 
second line (if applicable). 
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Select the vendor. 

Scroll to the top. The Ship to location 
defaults to your school/work location. To 
update the address, click “Manage 
locations”. 
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Click on the down arrow  Browe all to 
change the ShipToPlant address.

Click Done when completed. 
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Click on “Manage Details” to enter the GL 
Account and Funding Information. This will 
change all the GL Account and Funding 
information for all line items. 

Choose A(Asset) under Account 
Assignment. 
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Choose a desired Asset Number. The Asset 
Number should say temp under description.

Copy the Asset Class and enter it under 
GL Account. Click the down arrow and 
click “Browse all”. 
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Choose the Funds Center and 
Functional Area. Select the Funds Center 
with the leading zeros. 
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Click “Done”.



The warning sign should disappear. 
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Click Submit. 
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