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The purpose of this job aid is to show how 
to update the funding and/or shipping 
information on a purchase requisition. 

This can be done at a line item level or for 
the entire requisition. Please review “How 
to Create Non-Catalog Requests/Catalog 

Requests Using Guided Buying” as a 
prerequisite. 

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.

1

2

https://ess.lausd.net/


You will be directed to the Ariba Guided 
Buying home page.
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Click “Your requests” to view all purchase 
orders. 



You can search for your requisition under 
Recent requests or Requisitions. 

Click on the Purchase Requisition.
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You have the option to leave a comment. 
Click Edit.
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Click Edit to make changes to the purchase 
requisition.



To change the shipping and funding 
information for the whole requisition, click 
Manage locations and Manage details at 
the top of the page. 
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Manage locations will allow you to change 
the shipping location. Complete the 
ShipTo(Plant), Need-by-Date, and Deliver 
To. 



Manage details will allow you to change the 
funding information. Complete the Cost 
Center, GL Account, Funds Center, and 
Functional Area. For the funds cost center, 
select the one without the leading zeros. 
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To change the shipping and funding 
information at a line level, scroll down to 
the line item and click on the arrow.



Scroll down to the Accounting section and 
click on the arrow to expand. Complete the 
Cost Center, GL Account, Funds Center, and 
Functional Area. For the funds cost center, 
select the one without the leading zeros. 
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Scroll down to the Shipping section and 
click on the arrow to expand. Complete 
the ShipTo(Plant), Deliver To, and Need-
by-Date. 
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Click “Submit”. After you submit the 
Purchase Requisition for approval, 
notifications will be sent to each approver 
as it is their turn to approve. 
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To check the status of the Purchase 
Requisition, click “Your requests”. 
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This screen shows a requisition in each 
status. 
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