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ORDERS ONLY)



The purpose of this job aid is to show how to
edit Requisition in “Submitted” status. This
only applies to Non-Warehouse orders.

To access Ariba Guided Buying, log in to

your ESS (https://ess.lausd.net/) using your
SSO (Single Sign On).
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1. Click on the “Ariba Shopping Cart” tile.
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You will be directed to the Ariba Guided
Buying home page.
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The requisition status is in “Submitted”. Click
on the requisition title to open it. “Submitted”
status means that the requisition has been
submitted but not approved yet.
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Click “Edit” to edit the requisition.
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You have the option to add a comment to
describe why you are editing this requisition
Then, click “Edit".

Edit the requisition? X

You can edit the requisition on the eckout |

Cancel ‘
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To increase or decrease the quantity of the

requisition, edit the number in the quantity

field or click on the - or + sign.

You can also edit the price, description,

accounting information, etc.
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For this example, we

{1, This item contains missing or incorrect an::-rmaH-:u:: will change the quantity

1 from 1to 10

STEEL WOOL #0-FINE 16

b4 PADS/PK

1000006781 (General Stores Warehouse)

Price

§1.31 USD
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Click “Submit” when finished.
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Met amount $14.41 USD




You will receive confirmation that the
requestion was successfully sent for
approval.

Click “Done”".

Success

Your requisition has been sent for annroval

Click Done ta returm 19
the home screen.

View requisition
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