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Purchase Requisition in
Guided Buying



The purpose of this job aid is to show how
to copy a line item in 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.



https://ess.lausd.net/
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You will be directed to the Ariba Guided
Buying home page.
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Click the "Tila" [ Al
labled Request a } .-
Hon-Catalog Item.

| Reguest a Non-Catalog Item
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Click “Request a Non-Catalog Item”.

There ars two

choices on this

screen. [The first

on on the left is to

Create & Mon-

Cataleg itern

Click 1r!|]iﬁ afe [‘%

e

Ling Aam Torm Ling item Torm

Request a Non- LAUSD Forms
Catalog Item Provide a description ta help u

This non cafalog reguest fom i...
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In the Product name field, type in the item
description.

This non catalog request form includes LAUSD specific forms. The "Product name” Is

required. Be as
descriptive as possible

Praduct name * _

Cacering for Volantesr appreciacion meeting
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Copy and paste the Product name into the
Description.

Descnpbon *

The Description field is also required.
This ks a larger spaca to describe what
you are wanting fo purchass.
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Enter the quantity and unit of measure. The
unit price will auto-populate.

Jnit of measure *

eacn
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Enter the Commodity Code/Material Group.

You have the option to search by typing
keywords. Search for the Commodity Code

that best fits the item.

Click the dowmward arrow to
browse the commaodity code list
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Click on the search icon to expand the
search.

19.95 | UsD - ‘
Click the icon that looks like
a box with an arrow to
Search
Commaodity Code / Material Group™
alact w A
b
fAll commodities({FLEET ONLY) EQUIP MISC AND REPAIR SERVICES NON-TAX i ~ iCa
Al commodities/ia Letter, Material
1Al commodities(A letters (FACILITIES USE QKLY)

fAll commodities/ABRASIVES

fAll commoditlesfACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

fAll commoditiesfADDRESSING, COPYING, MIMEQGRAPH, AND SPIRIT DUPLICATING MACI

fAll commoditiesf/ADMINISTRATION OF CONTRACTS: SUMMARY OF WORK, QUALITY CONT

fAll commodities/ADMINISTRATIVE SERVICES, ALL KINDS

fAll commodities/AGRICULTURAL EQUIPMENT

fAll commodities/AGRICULTURAL, IMPLEMENTS, AND ACCESSO0RIES (SEE CLASS DZZ FOR

.1.11:'.“ rommnditiea/&IR COMPRESSARS AND ACCFSSORIES F .
= Browse




Choose no if the item is NOT for technology,
textbooks, catering, or software.

|5 this request to purchase Technology solutionTextbooks/Request for Use of Mon-District Facility/Catering! Rental/Lease or Software Subscription?®
Ir 71
| Choose ona w
:Iln.-\'\.'_

B Click Mo
I&FE
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Click “Add to cart”.

PRI Ariva Buying

[ Reguest a Non-Catalog Item Add to cart

Quantity

4.99 UsD »

JANITORIAL SUPPLIES. GENERAL LINE X
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To copy a ling, click “Check out”. “

-El

You have 1 item in your cart X

Testing IN 7/8/24

Testing IN 7/8/24

$5.00 USD Delete
Quantity
B
Total: $25.00 USD
L
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Scroll down to the Item section. Click on the 3
dots to the right. Click “Copy”. Enter the Funds
center, Functional Areq, and Need-by-date
PRIOR to copying the line if the line items use
the same information.

Iltems (1)

/M This item contains missing or incorrect information. Expand to review the fields highlighted in red.

Quantity Price Net Amount
| - | 5 | + | | 5 | usD '| $25.00 UsD

> Testing IN 7/8/24 —
(no value) Gross

Unit of Measure

|each v | $27.38 Delete
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The line item has been copied.

Iltems (2)

[ M\ This item contains missing or incorrect information. Expand to review the fields highlighted in red.

Quantity Price Net Amount
| - | 5 | + | | 5 | uUsD - $25.00 UsSD
> Testing IN 7/8/24 — -
(no value) Unit of Measure Gross Amount (i)

|each v | $27.38 USD

/M, This item contains missing or incorrect information. Expand to review the fields highlighted in red

Quantity Price Net Amount
| - | 5 | + | | 5 | uUsD - $25.00 UsD
S Testing IN 7/8/24 — -
(no value) Unit of Measure Gross Amount (i)
| each v $27.38 USD
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Click the right-facing arrow of the line item.

ltems (2)

M\ This item contains missing or incorrect information. Expand to review the fields highlighted in red.

Quantity Price Net Amount
| - | 5 | + | | 5 | uUsD '| $25.00 UsD
> Testing IN 7/8/24 — -
(no value) Unit of Measure Gross Amount (i)

|each v | $27.38 USD
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Scroll down. Edit the edit line details to
reflect the new item you want to purchase.
When copying a line item, you must update
the line item information (name, description

commodity code. quantity, price, supplier
part number).

Testing IN 7/8/24 ([s T-] \ 5/uso -]

VVVVVVVV

No supplier selected

Descripton ¢  Contact
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If everything is correct, click “Submit”.

LS Ariba Buying

< Cleaning Supplies for Room 4512 Total Cost $128.55 USD

ltems (2




You will receive ad message that the
requisition was successfully submitted.

e

] Success x

Cwir reguisiiicn has bean
surcasiully submified

=l
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