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The purpose of this job aid is to show how 
to approve a Purchase Requisition in 

Ariba Guided Buying.

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 “Your approvals” to see all your assigned 
Purchase Requisitions for approval.
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If you are an approver, you are expected to 
approve or deny a Purchase Requisition in 
three BUSINESS days. If you take longer than 
three BUSINESS days, you will receive an 
escalation warning by email to take action 
on the Purchase Requisition. 

You have the ability to see all the line 
items, comments, and attachments. You 
also can “Approve” the Purchase 
Requisition on this page. 
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To view the Purchase Requisition, click “See 
details”. 
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You can check the approval workflow to 
check the previous approver(s) and 
where it will go next. As an approver, you 
have the ability to add an additional 
approver or watcher in the workflow. 
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If the requestor left a comment or 
attachments, you can find the information 
here. As an approver, you also have the 
ability to add comments or upload an 
attachment. 
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The header information displays the Ship to 
location, GL Account, Net amount, and Taxes.
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To view additional header information, click 
on “Show advanced options”. 

11

Review the additional header 
information. Scroll down to see the line 
items. 
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To view the item information such as 
accounting information for this line, ship to 
details, comments, attachments, and the 
material group details, click the right face 
arrow to expand.
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Expand the different tabs to view each 
category for the line item.
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After reviewing, click “Approve” or “Deny”.

15

Comment box will display. If you denied 
the Purchase Requisition, you must 
leave a comment to explain why the 
Requisition was denied. 
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