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Guided Buying
How to Create a Good Receipt
Using All Receive Functionality



The purpose of this job aid is to show how
to create a good receipt in Ariba Guided
Buying when all items are received.

To access Ariba Guided Buying, log in to

your ESS (https://ess.lausd.net/) using your
SSO (Single Sign On).
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1. 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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Shop Your favorites Your requests Your approvals




Click “To receive”. This will show all orders
ready for receiving. The requisition must be
in “Ordered” or “Receiving” status.

: To receive j

Click the "To Receive”
link.

< Your requests

Recent requests Requisitions Purchase orde equest for quotes Cus

Recently updated within 3 months
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Look for the Purchase Order that is ready to
receive. Before creating the Good Receipts,
verify the order's quantity and condition.

Click “Receive All” if all items are received in
good condition. The quantity field will auto-

populate.

¥
I r: Cos | t Mat
8 Chairs Part number 12345 for Mo. Quaantity Prev. Accepted Accepted
teacher's lounge area
0 8.000
8 Chairs Part number 12345 for
teacher's lounge area
2 tables Part number 2345 for Mo Quantity Prev. Accepted Accepted
teacher's lounge
2 tables Part number 2345 for
teacher's lounge
Coffee machine Part number 34367 No. Quantity Prev. Accepted Accepted
far teacher's lounge
3 1.000 |
Coffee machine Part number 34567 :
for teacher's lounge
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Click “Submit”.

Ryceive A1 G

Prev. Accepted Accepted
0 §.000

Prev. Accepted Accepted
AL

Frev. Accepted Accepted
. : 000

Click Submit.

You Will receive a notification that the
receipt is confirmed. Click “OK".

fully received, by entering the order number in the Find an order search feld.

Confirmed receipt submission for 8000030052 X

You've successfully received the selected items

Click QK.
it
0
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To view the status, click “Requisitions”.

< Your requests

Reguisitions

Click Filter by Your items
"Requisitions” to

view the status of

thizs requisition

Recent requests Purchase orders To receive Request for quotes iy

m, enter the quantity or amount you're receiving in the Accepted field. Then clich
caErTTTETTormer-mending orders you've fully received, by entering the order number in the Find an or
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Notice that the status now shows
“Received”.

Requisition title and 1D Status

& Chairs Par number 12345 for teachers lounge area
PR2380

Purchase orders. 8000030052

Date requested: April 26, 2024

RECEIVED




Explanation of Each Status

Submitted means that the PR
has been submitied for approval
but is not fully approved yet.
Receving iIs NOT available.

on July =
: Slalus

SUBMITTED

Ordered means that the PR
IS fully approved and is avallable

fo start the Receiving process.

Status
ORDERED )

Receiving means that the PR is
fully Approved, a PO has been
created, and the order has been

partially received.

Status
(_RECEIVING

Status

SECEIVED L Received means that all the

items on the Purchase Order
have been received, and no
further action Is required from

the requester.
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