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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). 

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 “Request a Non-Catalog Item”.
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Click “Request a Non-Catalog Item”.
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In the Product name field, type in the item 
description.



Enter the quantity and unit of measure. The 
unit price will auto-populate.
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Copy and paste the Product name into the 
Description.



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.
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Click on the search icon to expand the 
search. 



Choose no if the item is NOT for technology, 
textbooks, catering, or software.
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Click “Add to cart”.



To copy a line, click “Check out”. “
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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 Area, and Need-by-date 
PRIOR to copying the line if the line items use 
the same information.
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The line item has been copied. 
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Click the right-facing arrow of the line item. 
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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). 
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If everything is correct, click “Submit”. 
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You will receive a message that the 
requisition was successfully submitted. 
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