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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.

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.

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



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
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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.

=

O

SAP GUI-Portal
D Prod Apps
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Click “Access Request”.

Home Financials/Budget Human Resources Access Request Accounts Payable Accts Recv f Cash Mgmt

Home | WUniversal Worklist
Upcoming Dates
[4]¥]
Detailed Mavigation 7]

s

* Upcoming Dates

* Help Zone

* SAP Businezs Workplace

* Time Statement

*» Account String VWizard

* Fund/Functional Area Translator

Portal Favorites |§| |=|

The SAP



https://apps.lausd.net/
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Click “Access Request Form”.

Home FinancialzBudget Human Rezources Access Request

Access Request Form | Role Approvers

Overview
4] 4
Detailed Navigation [T

GRC Requestors

" Dverndiew

Access Hequest Form

» Access Request Status Note: Please be aware that|
= Copy Access Request
= My Security Profile

Portal Favorites |f|

5

Blank access request form will display.

SAP Access Request
Close

Requestor INAKAMUROOO1

Reason for Request Requeszt Details

* Justification for Access

* Request Type: |Change Account =
* Request For: | Self -|
* User: CLUUIIUTIIII

* Cost Center: | 1050201 Coniract Ad... |

-~ User Access | Attachments User Details Parameters User Groups User System Details Custom Data

Add 4 || Remove | | [ Existing Assignments |[ Import Rales |[ Simulation |

5| System System Description Assignment Description Walid From Valid To Assignment Approver A
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Complete the ‘Justification for Access’ field,
please note this will be visible to the approver
for your role request.

= Jusiification for Access
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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.

Request Details Request Details

= Request Type: |Change Account |

= Request Type: |Change Account -|

* Request For: |Self
* UEE-'F: SEH-

Cther

Multiple * Co=t Center: [ 1014801 Summer Sc._.

* Request For- | Cther |

* Cost Center
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To enter a request for Multiple Users, select
‘Multiple’ in the ‘Request For’ field, and update
the Cost Center accordingly.

Request Details

* Reguest Type: |Change Account - |

* Request For: |Multiple - |
* Cost Center: [1014801 Summer Sc... |
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In the user field which populates below, click ‘Add’

Users | User Access Aftachments
Users
Add |§Remove | | [Import || Download Template |

5 UserlD | User Mame | Personnel Mumber = Email
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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.

|| Available
I Find: | John |in: |First Name 'I@I

I1m| u.. First ... LastM... Email User ... =
BJ... John I
HL... John
JA...  John
S [Ty Ada Useris)
il = [P Add All Users
JAa... JOHM
JAa...  JOHN . "4 Remove User(s) |
JA... JOHN . 44 Remove All Users |
JAa. . JOHM =




When all users have been added, click ‘OK'.

User names have been omitted in this example.

FFFFFFFFF

Email
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When all Request Details have been
completed, click the ‘User Access’ tab, then
click ‘Add’ and then click ‘Role’

SAP Access Request

Users ' User Access | Attachmenis

Remove | | [ Import Roles |[ Simulation |
5| System System Description

Assignment

SAP Access Request

[ Submit || Close |

Requestor| [

User Access | Attachmenis User

| Add 4 || Re

| Existing Assignments

System Description
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A new box will open.

Select Roles |

Search Criteria

Maximum number of result rows: | 100

Cost Center is 1014301

Company is Los Angeles Unified School District
Business Process lis hd |

Subprocess is b |

Cost Center / Role Name lis B

Role Description lis w|

[ Search || Clear |

Available
View: | [Standard View] | [ 2
T Role Name System Description System Description Role Type Default Roles

[ Add Role(s) | [ AddAll Roles | [ & Remove Role(s) | [ & Remove All Roles |

Selected
View: |[Standard View]  ~| oA
5 Role Name Syslem Description System Description Role Type

(Cancel)
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Enter Cost Center/Role Name “is”
“SC100_0000" for Shopping Cart
Requestor,

“$C200_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.

Subprocess is - | () (=)

Cost Center / Role | ] || SC100_0000
Role Description is -
Search || Clear

sc100_ooo0 §Requestor Role I|
sczo00_oooo f Approver Role |




Click “Search”.

Search Criteria
Maximum number of result rows: | 100
Cost Center is 1050901
Company is Los Angeles Unified School District
Busineszs Process |is - |
Subprocess |i= ||
‘Dst Center / Role Hame |i= || SC100_0000
ription lis ||

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

[ » AddRoleis) | |[ ¥ Add All Roles | | & Remove Role(s) | [ 4 Remove All Roles |

Available

View: |[Standard View] -| [ 2|

T Role Name Sysiem | Description System Description Raole Type Default Roles
SC100 0000 PR1910 Shopping Car Request Creation PR1 - Preduction - ERP - Central Component (ECC) Composite Role Exists (1)

SC100 Q0000 PS1910 Shopping Card Request Creation P51 - Preduciion - Supplier Relationship Management {(SEM) Compesite Role Exists (1)

| w Add Role(s) |




17

The role will transfer over to the Selected
section.

Available

View: | [Standard View] - |

[ 2

Role Type Default Roles

| Role Mams System | Description System Description

SC100 0000 P31910 Shopping Cart Request Creation P51 - Production - Supplier Relationship Management (SRM)}  Composite Role  Exists (1)

| » Add Roleis) | | ¥ Add All Roles | | & Remove Role(s) | | 4 Remove All Roles |

Selected
View: |[Standard View] - [r 5|
']I’j Role Hame: Sysiem Description System Description Role Type
SC100 0000 PR1910

Shopping Cart Request Creation PR1 - Production - ERP - Central Component (ECC) Composite Role
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Repeat the step so both roles are
transferred to the Selected section.

Available
Wiew: | [Standard View] -| » -EE [
M| Role Name System | Description

System Description Role Type Default Roles
j SC100 0000 PS5S1910  Shepping Cart Request Creation  PS1 - Production - Supplier Relationship Management (SRM)}  Composite Role Existz (1)

| » Add Role(s) |

¥ Add All Roles | | & Remove Role(s) | | & Remove All Roles |
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Once both roles are in the Selected section,
click “OK".

| » Add Role(s) | | § Add AllRoles | | & Remove Role(s) | | 4 Remaove All Raoles |

Selected
View: | [Standard View] -| m|
T Role Mame System | Description System Description Role Type
SCA00 0000 PR1910 Shopping Cart Request Creation  PR1 - Preduction - ERP - Cenfral Compenent (ECC) Composite Role

SC100 0000 PS1910  Shopping Cart Request Creation P51 - Production - Supplier Relationship Management (SRM) Compaosite Role

(8]5% Cancel

| OK | f Cancel |
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You are going to see a long list of roles.

User Access | Attachments User Details Parameters User Groups User System Details Custom Data

| Add . || Remove | | | Existing Assignments || Import Roles || Simulation |

| System System Description Assignment Description
PR1910 PR1 - Produclion - ERP - Central Compone. .. SC100 0000 . Shopping Cart Regquest Creation
RFC_PO... PP1 - Production - Enterprize Portal (EP) RA109 Site Aszset Master Maintainer
RFC_PC... PP1 - Production - Enterprise Portal (EP) BEATID FA Site ECC Reporter
RFC_PC... PP1 - Production - Enterprise Portal (EP) RP205 Purchasze Order ECC General Display
RFC_PO... PP1 - Production - Enterprize Portal (EP) RP207 Shopping Cart Receiver
RFC_PC... PP1 - Production - Enterprise Portal (EP) RP205 Restricted Vendor Master Display

P51910 P51 - Production - Supplier Relationship M...  SC100 0000 Shopping Cart Regquest Creation
PE1910 PE1 - Production - Buginess Warehouse (BW) EBPO00Z2 0000 BW - Shopping Cart Reporier
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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.

Request Details

* Request Type: |Change Account - |
* Request For: | Self |
e

* ~ost Center: | 1050901 Confract Ad... |
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Click “Submit”.

N\

ess Request
| Submit || Close |

Requestor |MAKAMURBDOO0

Reason for Request

* Justification for Access
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You will see a message to notify you that
your request was submitted successfully.

wm Request
bt || ose |
I+ Request submitted succ essfuly; the request number is 360
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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.

SAP Access Request # 363992 { SUBMITTED

o SAP Access Request <sapsecurityteam@lausd.net=
To @' . »

Retention Policy LAUSD 2 Year Deletion - Default Folders (2 years) Expires 7/2/2026

Hi

SAP Access Request # 363992 has been created |Please find the details below:

"Submitting GRC request on behalf of user to remove RT103 and RT104 roles from her profile.”

Role VPMN_Z_CO_SAP_ENDUSER added to request for LDAP_EMPLOYEE for action 'Remove’ for user

Childrole-RT104 added because of role mapping to parent role RT104_0000 with Validity dates 00/00/0000- DO.’ODIDGO
Role RT104_0000 added to request for PR1910 for action 'Remove’ for user
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Once the request is approved by the
appropriate administrator, you will receive
an email notification that your request was

approved.

SAP Access Request # 363859|- APPROVED

e SAP Access Request <sapsecurityteam@lausd.net =

To @

Retention Policy LAUSD 2 Year Deletion - Default Folders (£ years)

Dear

Your SAP Access Request # 363859 has been approved by:

Thank you for using SAP GRC CUP for your SAP Access Request needs.

Please click here to view your Access Request Status. You will find SAP Access Requs




You can also check the status of you
request by going to the “Access

Request” - “Access Request Status”
in SAP.

| Active Queries

= _Access Beguest Foom Request Status All(112) Approved (104) Rejecied (53) Decision Pending (0) Held (0)

* Access Request Status

* Copy Access Requesl Request Status - All

= My Security Profile

Portal Favorites [T View: | [Standard View] | Instance Status || Open | || [ View Provisioning Logs |

(| Request Key ‘ Request Date | Priarity Request Status Request Type

364847 07/03/2024 Medium Rejecied Paositon Change
363859 o7i01/2024 Approved Change Account
363982 o7i01/2024 Medium Approved Change Account
3636658 0E/29/2024 Medium Approved On Demand Access Request - Security
356394 05132024 Approved Change Account

Substitute SAA and other POOL users,
please continue to the next page for
steps to update your Ariba profile after
receiving access.

LAUSD

UNIFIED
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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).

L™ g :T..:-;q f x -

¢ ¢ a = HTTPS://ESS.LAUSD.NET * a2
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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.

@ LAUSDEXER: YT

R Find goods and services
Shop Your favorites Your requests Your approvals

AW s Yuture Rides with Us

General Stores Distribution IT Depot (CSIB only) Fleet (Transportation Branch
Only)
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Click on your initials in the top right.

Test Site =
@LAUSD « = o] O]
HOME PROCUREMENT CATALOG Recent W Manage W Create v
| Purchase Order ‘ Title Order 1D ‘V 3\ C,
Commen Actions v My ECRs ~ To Do w My Requisitions o My Receipts o
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In the menu that opens, click ‘Change your
profile'.

a = o [@]
Sign Out
Re
Preferences
Change password
Change secret guestion

™ Delegate authority

Change default locale

Change email notification preferences
Edit default preferences

Download procurement user info

Change reporting preferences
Theme

4 Light Theme
1
SAP Blue Theme
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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).

Personal Profile UP296: REQUESTOR24 .iﬁ. Exit

‘Groups determine the tasks you perform and the data you work with. The other information is used as default values in many processes.

Personal Profile Information - User Profile
1 | Personal Info

[ 2 ) Account/Ship

Business Email Address: *

| 3 ) Justfy Changes Supervisor: | MANAGER14

— Groups:  Close Order, Spot Buy User, No Ad-hoc ltem,
(4 ) Approval Flow
— Contract Release User, Purchasing Agent, Purchasing User [select ]

| 5 ) Review Changes
(*) indicates a required field

You expressly agree and understand that your data entered into this system may be transferred outside of the European Unicn or other jurisdiction where you are located, as
further described in the Ariba Privacy Statement. Privacy Disclosure for Ariba Cloud Service
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Click on the downward arrow next to Supervisor,
and then select ‘Search More’ from the

dropdown

Groups determine the tasks you perform and the data you work with. The other information is used as def]

Personal Profile Information - User Profile

Name: * | REQUESTOR24

| Address: *
ervisor: MANAGERLS I

DIRECTORDZ

| MANAGER14

I Q) Search more

g User [select]

35

Search for your current site’s Principal or
Administrator by typing their name in the search

field, and then click ‘Search’'.

Choose Value for Supervisor

Name v ||| == |l Search |
Mame T PasswordAdapter

(no value) | Select |
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When you have located their name, click ‘Select’
next to it. If there are multiple results for the
same hame, 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.

Test Site = o
<« @LAUSD Qg o
Choose Value for Supervisor Review Details for Selected Field: Name
Mame W | Search | These are the details for the field you selected.
MName t PasswordAdapter Mame: DIRECTOROZ
(no value) ‘_M [ Email Address: {@lausd.net l
’ 3 Betmir Chim T 0 0CT ADMIN AND P 9 " VICES
@ T | o | Default Ship To:  CONTRACT ADMIN AND PROCUREMENT SERVICES
DIRECTORO2 Enterprise User | Sels | _ .
’ Americallos_Angeles
DIRECTORO3 Enterprise User | Sels |
DIRECTORO3 Enterprise User | Sels |
MNon-Stock Director Enterprise User | Sels | m
Stock Director Enterprise User | Sels |
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After making your selection, click ‘Done’.

Choose Value for Supervisor

Non-Stock Director

! v Search
Na t P
(e ue)
DIRECTORO2 Enterprise User
DIRECTOROD2 Enterprise User
DIRECTORO3 Enterprise User
DIRECTORO3 Enterprise User
Enterprise User
Enterprise User

Stock Director
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Confirm you see your current Principal or
Administrator's name in the ‘Supervisor’ field,

and then click on 5-Review Changes.

Personal Profile

1 | Personal Info

) Account/Ship

[

(%]

] Justify Changes

[

) Approval Flow

5]

| Review Changes

UPZ256: REQUESTOR24 Next | Exit |

Groups determine the tasks you perform and the data you work with. The other information is used as  More

Personal Profile Information - User Profile

r. [ DIRECTORO2 |

Groups:  Close Order, Spot Buy User, No Ad-hoc Item,

Contract Release User, Purchasing Agent, Purchasing User [ select]

(*) indicates a required field
You expressly agree and understand that your data entered into this system may be transferred cutside of the

European Union or other jurisdiction where you are located, as further described in the Ariba Privacy Statement.
Privacy Disclosure for Ariba Cloud Service

N - |
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Review and confirm the changes and then click

‘Submit’

Personal Profile

l, E_':' Persanal Info

( % ) Account/Ship

( % ] Justify Changes
( d_l | Approval Flow

5 | Review Changes

UP296: REQUESTOR24 Prev ‘ ‘ Exit

Review your request and then submit it for approval.

Change From To
Supervisor MANAGER14 DIRECTOROZ

(*) indicates a required field

You expressly agree and understand that your data entered into this system may be transferred outside of the
Europesn Union or other jurisdiction where you are located, as further described in the Ariba Privacy Statement.
Privacy Disclosure for Ariba Cloud Senvice
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to view your request.

HOME PROCUREMENT CATALOG Recent w Manage W Create v

Profile Submitted

Your request has been submitted for approval. Use the Status section of the Navigation Panel to monitor the request’s progress through the  Mare
UP296 - User Profile Changes for REQUESTOR24 has been submitted.

Print & copy of this reg

uest
I'-:'ie-;c the status of your reques‘l
ent

Add labels to tag this docum

Return to the Ariba Home Page
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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

A confirmation page will be displayed with a link

approve, your current Principal /| Administrator

will be updated to your supervisor in Ariba.

UP296 - User Profile Changes for REQUESTOR24

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for

Withdraw | | Edit | ‘ Print

Summary Approval Flow History

Submitted

Approved

Status: Submitted

Mare
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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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