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The purpose of this job aid is to show how 
to add an attachment and/or comment to 

your Purchase Requisition

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.
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Click “Your requests” to view all 
requisitions. 



Click “Requisitions”.

5

6

Search using Requisition ID or 
Requisition Title.
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Click on the requisition title to open it. 

Click “Edit” to edit the requisition. If you 
don’t see the “Edit” button, click 
“Withdraw” first.  
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You have the option to add a comment to 
describe why you are editing this requisition. 
Then, click “Edit”.

Scroll down ALL THE WAY down to the 
comments section. Make sure you are in 
the Header Comments field. Enter 
comment, check “Share with supplier” if 
you would like to share the comment 
with the vendor, then click Add. 
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Scroll down to the Attachments section. 
Make sure you are in the Header 
Attachments section. Upload your required 
documents such as quote, COI, approved 
ifieldtrip, SPSA Plan, approval from Risk 
Management for onsite approval, etc.

You can drag your file into the box or click 
browse all to search the file in your 
computer. Check “Share with supplier” to 
share the document(s) with the supplier, 
then click “Add”.
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