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The purpose of this job aid is to show how 
to request new or additional SAP user role 

for Ariba access. The Shopping Cart 
Requester and Approver Roles provide 

access to Ariba Guided Buying functions. 

All users are encouraged to install the 
Azure Virtual Desktop to access SAP.  
Below are resources to install Azure. 

Windows users: Click here for Azure Virtual 
Desktop

Mac users:
Click here for Azure Virtual Desktop
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Please note:
• Users who submit a request for a Time Reporter role 

will also automatically be provided with the 
Shopping Cart Requestor role in Ariba once their 
request for Time Requestor role is approved.

• Likewise, users who submit a request for a Time 
Approver role will automatically be provided with 
the Shopping Cart Approver role in Ariba once their 
request for Time Approver role is approved.

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForWindows-v1.0.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForMAC-v1.0%20.pdf


Click “Access Request”. 
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Log into the SAP Portal via the Remote Desktop 
Azure Virtual Desktop (AVD) or via the web 
version URL https://apps.lausd.net by using 
your Single Sign-On (SSO) username and 
password.

Then, click the SAP GUI-Portal tile to open.

https://apps.lausd.net/


Click “Access Request Form”.

Blank access request form will display. 
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In the ‘Request Details’ section, you can indicate 
if the request is for yourself, or you can update 
the fields to submit the request for another user, 
or multiple users. 
If you are requesting the access for someone 
else, make sure to update the ‘User’ and ‘Cost 
Center’ fields accordingly.
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Complete the ‘Justification for Access’ field, 
please note this will be visible to the approver 
for your role request.



In the user field which populates below, click ‘Add’
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To enter a request for Multiple Users, select 
‘Multiple’ in the ‘Request For’ field, and update 
the Cost Center accordingly.
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Search for users with the available filters and click 
‘Add User(s)’ to add them to the list on the right. 
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When all users have been added, click ‘OK’.
User names have been omitted in this example. 
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When all Request Details have been 
completed, click the ‘User Access’ tab, then 
click ‘Add’ and then click ‘Role’
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A new box will open. 
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Enter Cost Center/Role Name “is” 
“SC100_0000” for Shopping Cart 
Requestor,
“SC200_0000” for Shopping Cart Approver. 

SC100_0000 role is for individuals who will 
be entering orders in Ariba. SC100_0000 
will automatically be added for users if 
they request the Time Reporter role. 

SC200_0000 is for Shopping Cart/P-
Card/Travel Approvers as well as their 
delegates.  Similar to the Shopping Cart 
Requestor role, users  requesting Time
Approver roles will automatically receive 
the SC200_0000 role.

Requestor Role

Approver Role



Click “Search”.
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Select the first line, then click “Add Roles”.



The role will transfer over to the Selected
section.
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Repeat the step so both roles are 
transferred to the Selected section.



Once both roles are in the Selected section, 
click “OK”.
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You are going to see a long list of roles. 



In the Request Details, ensure that your Cost 
Center is correct. You can click on the drop-
down arrow to update the Cost Center if 
needed. 
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Click “Submit”. 



You will see a message to notify you that 
your request was submitted successfully. 
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You will also receive an automated email 
with the request number and the list of 
roles requested. The first email is to notify 
you that the request was submitted. 



Once the request is approved by the 
appropriate administrator, you will receive 
an email notification that your request was 
approved. 
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Substitute SAA and other POOL users, 
please continue to the next page for 
steps to update your Ariba profile after 
receiving access. 

You can also check the status of you 
request by going to the “Access 
Request”  “Access Request Status” 
in SAP. 
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For Substitute/Temporary SAAs and 
others maintained under the Pool Unit, 
after receiving access to the Ariba 
system it’s advised to make updates to 
your supervisor on your user profile in 
Ariba.

● Ariba will add your current site’s 
Admin/Principal as an approver for your 
purchase requests when you use their 
cost center and funding information. 
However, there are some 
circumstances where your approver will 
be added to the approval flow. 

● Since you are maintained under the 
Pool Unit, they are currently your default 
approver. Please see the following steps 
to update your approver to your current 
site’s Admin/Principal.
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Once your roles have been approved, 
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/


30

31
Click on your initials in the top right.

You will be directed to the Ariba Guided Buying 
home page.
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The first Screen shows your current information. 
In the Personal Info section, it will display your 
currently assigned supervisor. This is the person 
who will need to approve the change once you 
submit it (the head of your Pool Cost Center).

In the menu that opens, click ‘Change your 
profile’.
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Search for your current site’s Principal or 
Administrator by typing their name in the search 
field, and then click ‘Search’.

Click on the downward arrow next to Supervisor, 
and then select ‘Search More’ from the 
dropdown
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After making your selection, click ‘Done’.

When you have located their name, click ‘Select’ 
next to it. If there are multiple results for the 
same name, you can click the name in blue to 
review the profile and confirm via their email 
address. Click ‘Done’ from the details screen to 
return and make your selection. 
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Review and confirm the changes and then click 
‘Submit’

Confirm you see your current Principal or 
Administrator’s name in the ‘Supervisor’ field, 
and then click on 5-Review Changes.
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The request will first need to be approved first by 
the head of your Pool Unit, and then by your 
current Principal / Administrator. After both 
approve, your current Principal / Administrator 
will be updated to your supervisor in Ariba.

A confirmation page will be displayed with a link 
to view your request. 
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Please note that if you change roles or 
assignments your roles and access to Ariba will 
be removed. 
You will need to submit a new SAP User Role  
Request when you are assigned to a new site, 
and repeat the steps to update your profile to 
your newly assigned site’s Principal / 
Administrator. 
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