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The purpose of this job aid is to show how
to edit Requisition in “Composing” status.

To access Ariba Guided Buying, log in to

your ESS (https://ess.lausd.net/) using your
SSO (Single Sign On).

LY g ;..qu F x -

¢ ¢ @ = HTTPS://[ESS.LAUSD.NET ® &

2

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 “Composing”.

Click on the requisition title to openit.
“Composing” status means that the
requisition is in draft mode.
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Click the title of
the Requisition to

open it.
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STEEL WOOL #0-FINE 16 PAD

PR1996

Date requested: April 16, 2024

Status

( COMPOSING )
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Click “Edit” to edit the requisition.

[{"w Ariba Buying

< STEEL WOOL #0-FINE 16 PAD Submi
Request details / PR1996
Click Edit.
Composing
Ship to Charge to Total Cost
333 5. Beaudry Ave GL Account (0000430001 (General Supplies)) Net Amount

Los Angeles, CA 90017
United States

$1.31 USD

$1.31 USD
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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 reguisition on the eckout |

Adding more packs to the order |
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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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Price

STEEL WOOL #0-FINE 16
L4 PADS/PK
1000006781 (General Stores Warehouse)

§1.31 USD
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The error message indicates that there are
required fields that needs to be updated
before we can submit the edited requisition.

/1y This item contains missing or incorrect information
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Scroll down to update the field in red.

shipTo{Plant) *
1000 (Schools and W
Click the calendar

133 5. Beaudry Ave  icon to change the | Unilaed
States date

Meed-by Date (i '

I.ﬁ.plll 1, 2024 +t |

A Need-by Date cannot be in the past

Update the need-by-date by choosing the
new date.

Warehouse Orders: 3 days out
Non-Warehouse orders: 14 days out

MNeed-by Date (;
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S5un Mon Tuwe Wed Thu Fn Sat

: A u 0 | 03 | 04 1] | 1]
| 12 | 13

Click the new D N —
Need-by date | 18 | 19 | 20

15 26 | 27

9|3ﬁ.*-||-' |




Click “Submit” when finished.

Total Cost $72.15 USD
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