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The purpose of this job aid is to show
how to create a good receipt in Ariba
Guided Buying when partial items are
received or when you need to edit the
quantity after submission.

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.

Ariba Shoppeng Can ’ i ;

Anba Shopping Cart



https://ess.lausd.net/
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You will be directed to the Ariba Guided
Buying home page.

@ LAUSDEXER: YT

4

e

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




Look for the Purchase Order that is ready to

receive. Before creating the Good Receipts,

verify the order's quantity and condition.

Manually enter the quantity under the
Accepted field.

8000030054

Supplier: Cosmic Manifestation

8 Chairs Part number 12345 for
teacher's lounge area

8 Chairs Part number 12345 for
teacher's lounge area

2 tables Part number 2345 for
teacher's lounge

2 tables Part number 2345 for
teacher's lounge

Coffee machine Part number 34567
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Click “Submit”.

Prav. Acceptad

0

Click Submit. '

Accepted

| 1.000 |

Enter the accepted amount.

0

uantity Prev. Accepted

Quantity Frev. Accepted

Receive All (i)

uantity !Ev_ !c!!!!! . Accepted

&.000
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You will receive a notification that the
receipt is confirmed. Click “OK".

tully received, by entenng the order number in the Find an order search nald.

Confirmed receipt submission for 8000030052 X

You've successfully received the selected items

Click OK.
— o
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To edit the accepted quantities, go to “Your
requests”.

/ Click Your requests
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Click “To receive”.

< Your requests

Request for guoles Cus

To recejve

Click hera

Recent requests Requisitions Purchase orders

Recently updated within 3 months

~ RHequisitions

Scroll down to find the Purchase Order.

8000030185 Supplier: FACILITIES FAKE '."ﬁ"JLJL.'JL?!J. Material
g

Receive All (i

STEEL WOOL #0-FINE 16 PAD No. Quantity Prev. Accepted Accepted

STEEL WOOL #0-FINE 16 PAD 1 n

8000030070 Supplier: Cosmic Manifestation Material

Receive All (i)

Tree Trimming Service No Quantity Prev. Accepted Accepted

Tree Trimming Service 1 1 D 0.000 |
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To decrease the quantity, enter a negative
number in the Accepted field.

Receive All (i

Accepted

Mo Guantity Hrev. Accepted

1.000

o
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To increase the quantity, enter a number in
the Accepted field.

MNa. Quantity Prev. Accepted




Click “Submit”.

Prev. Accepted Accepted

1 |{:u.mﬂ|

Frev. Accepted Accepted

1 Edit

Click Submit.

You will see a receive confirmation. Click
IIOKII.

Confirmed receipt submission for 8000030054 b 4
il iq
o
You've successfully received the selected items. g
£
o
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To view the status, go to “Your requests”.
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Click “Requiisitions”.

< Your requests

Recent requests Requisitions Purchase orders

Recently updated within 3 months

~ Requisitions

Click Your requests

Request for quotes Cusi

To receive

Click here




If you received all your items, the Purchase
Order status will show “Received”. Click on
the Received Purchase Order.

~ RHequisitions

[:% Click here

Copy of 8 Chairs I-'—acners lounge area
I PR2365 Status
Ef Purchase orders: 8000030054 RECEIVED

Date requested: April 26, 2024
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Each transaction creates a unique
transaction number. Scroll down to view.
There may be an occasion where the
purchasing or finance person may ask for
this number to resolve an issue. These
documents will always start with RC.

Related documents

Document 1D Document type A
Receipt
C621 Receipt
b
RC&20 Receipt

3 TaCon




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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