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How to Approve or Deny a
Purchase Requisition.



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).
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Click on the “Ariba Shopping Cart” tile.
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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 adre 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.
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You have the ability to see all the line
items, comments, and attachments. You
also can “Approve” the Purchase
Requisition on this page.

Your approvals




7

To view the Purchase Requisition, click “See
details”.
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$595.00 USD Locate the requisition that
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Locate the requisition that
you want to view, and then
click "See details"
Approve ‘ See details \

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.

Comments
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Attachments

L'T}. Drag and drop file here, or browse to upload, then click the Add button
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The header information displays the Ship to
location, GL Account, Net amount, and Taxes.

Ship to Charge to Total Cost $54.75 USD
333 SOUTH BEAUDRY AVE. GL Account (0000430001 (General Supplies) Net Amoun t % $50.00 USD
LOS ANGELES, CA 90017 T +$4.75

United States




To view additional header information, click
on “Show advanced options”.

Ship to Charge to Total Cost $54.75 USD

333 SOUTH BEAUDRY AVE. Net Amount [\\S $50.00 USD
AN , CA 90017 To see additional header fields, Click Show T +$4.75 USD
d tas advanced options.

United States
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Review the additional header
information. Scroll down to see the line
items.
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Click the right facing arrow to see the
line item details.
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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.

IS (1

Click the right facing arrow to see the
line item details.

Test PR Approval Ariba

1000011015 (Namaste Wellness

Enterprises)

item details
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Expand the different tabs to view each
category for the line item.

Click the right facing arrow to
expand the Accouting section.

2>JAccounting

GL Account (0000430001 (General Supplies)
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After reviewing, click “Approve” or “Deny”.

I ALl Ariba Buying

Test PR Approval Ariba
Request details PR2829
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Comment box will display. If you denied
the Purchase Requisition, you must
leave a comment to explain why the
Requisition was denied.

]
— N | The Enter an optional
: comment for the
Approve request requester. field is filled
out.

PE is approved from Ariba.
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