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The purpose of this job aid is to demonstrate 
how to view and download purchase orders 

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 on ”Your requests”. 
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Click “Purchase orders”.
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You have the option to search by the 

PURCHASE ORDER ID, REQUISITION ID, or 

SUPPLIER. 



Click ENTER. The search will populate. 
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In this example, we will search using the 

PURCHASE ORDER ID.



Click on the PO#. 
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Click “View in SAP Ariba Procurement”. 
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Click “Print”. Follow the prompts to select your 

printer and settings if you’d like to print a copy.
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Selecting the "Save as PDF" option will display 

the File Name field. Enter the desired file name.



Click OK. 
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To locate your file, go to your computer's 

downloads folder. You can also view your recent 

download history in your browser.


