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The purpose of this job aid is to provide examples 
of common error messages encountered during 

order creation in Ariba as well as the steps to 
take to resolve them. 

Click the error description below to jump to its 
section.
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Click the error description below to jump to its 
section.

Page 22

Page 23-24

Page 3



This error occurs while submitting a Purchase 
Requisition (PR) for approval. The error occurs when 
the ‘Direct Purchase’ radio button on the Purchase 
Requisition is mistakenly set to ‘Yes’.

To correct this, edit your Purchase Requisition and on 
the header level change the ‘Direct Purchase’ 
selection to ‘No’ and then resubmit the PR. 
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This error occurs when your PR contains items from 
the District Supply Center (Stores Warehouse) and 
one or more outside suppliers. When creating District 
Supply Center orders, you cannot mix outside supplier 
items in the same PR. 

To resolve this error message, review all of your line 
items to identify those from another supplier. 

As you review your order, you can see the Supplier 
indicated on each line under the item name. 
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Remove any lines which are not from the District 
Supply Center from your order. 
To do this, click the 3 dots to the right of the line you 
need to remove-

From the options menu which opens, click ‘Delete’

Repeat this process for any additional lines which need 
to be removed. Once you’ve confirmed there are only 
District Supply Center items in your order, you may click 
‘Submit’ to submit the order for approval. 

If you’d like to order the items you removed, you may 
create a new PR for that Supplier and submit. 
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To avoid this error, ensure that when creating District 
Supply Center orders the words ‘District Supply’ 
remain in the search bar as you search for items to 
purchase. 
Alternatively, you can continue to navigate back to 
the District Supply Center tile to add additional items 
to your cart .

You can also confirm the District Supply Center is 
shown on the item prior to adding it to your cart. If 
the item you want to purchase is from another 
supplier you will need to create a separate order.
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This error occurs while creating orders for the District 
Supply Center and setting the ‘Need By’ date. There 
are several Delivery Priority options you may select 
when ordering from the District Supply Center. 

If you’ve selected Delivery Priority 01 – Regular 
Delivery, you must set your need by date to 3 
weekdays from the date of order creation. 

To update this, open your PR and click ‘Edit’ if you’ve 
saved it. Click ‘Manage locations’ at the header 
level of the order. 
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Click the calendar icon next to the Need-by Date field

For regular delivery, click the date on the calendar 3 
business days from the day you are creating the 
order. For example, today is Jan. 7th, so I will select 
Jan. 10th as my need-by date. After selecting the 
new date, click ‘Done’.

You may now submit your order for approval, and 
you will not receive the previous error message. 
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This error message occurs when an item you 
have requested from the District Supply Center 
does not have enough stock to cover your order. 
Backorders can only be created for orders with 
Regular or Future delivery Priorities.
In the example above, the error message is indicating 
that Material #61567599135 has -51 in stock. 

If your order was created with Regular or Future 
Delivery and you receive this error, the item 
indicated in the error message has been 
discontinued and is unavailable for ordering. 
Please remove the item from your order and then 
submit your PR. 

If your order has an Overnight, Same Day or Will 
Call delivery priority, continue to the next page for 
next steps. 
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Scroll down to the ‘Delivery Priority’ field and click the 
downward arrow to make a new selection. Change to 
‘Regular’ Or ‘Future Delivery’.

First, update the delivery priority for your order to 
select Regular (3 business days) or Future (4+ 
days) to see if a backorder is possible.

The Delivery Priority field is found in the order’s 
header. Click ‘Show additional details’ at the top of 
the order.
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You will need to update the delivery date to 
match the priority you selected. To do this, click 
‘Manage Locations’ in the order’s header.

Click the calendar icon next to the Need-by Date field
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If you selected ‘Regular’ Delivery Priority, click the 
date on the calendar 3 business days from the day 
you are creating the order. For example, today is Jan. 
7th, so I will select Jan. 10th as my need-by date. 

After selecting the new date, click ‘Done’.

If you selected the ‘Future Delivery’ priority, you 
will need to set the date 4 or more weekdays from 
the current date. For example, today is Jan. 7th, so 
I will select Jan.13th or later. 
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For questions regarding the availability of items from 
the District Supply Center, please contact the District 
Supply Center’s Customer Service Unit:

Telephone: (562) 654-9005
Email: office.stores@lausd.net

If the original error message is still displayed, then 
the item has been discontinued and is unavailable 
to order from the District Supply Center. You will 
need to remove the item from your order before 
submitting. 

After changing the Delivery Priority, scroll to the 
top of your order and click the ellipses (…) in the 
top right. Then, click ‘Validate’.
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This error message indicates that the Need-By Date 
for your order is in the past and needs to be updated 
before submitting your PR. 
This may occur if you previously saved a PR and are 
returning to edit and submit it at a later date. 

To resolve this error message, open your PR. Click Edit 
if you’ve saved and closed it previously. 
Scroll down, then click ‘Manage locations’ in the 
order’s header.
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Select a Need-by Date which aligns with your 
Delivery Priority and then click ‘Done’. You may now 
submit your order.  
Regular deliveries should be set to the weekday 3 days 
from the current date. Future Delivery order should be 
set to 4+ weekdays from the current date. 

Click the calendar icon next to the Need-by 
Date field.
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This error message occurs when an item is added 
to your cart with ‘All Commodities’ selected for 
the Commodity Code/Material Group. 

To correct this error, you will need to select a 
specific Commodity Code/Material Group for the 
line items which were entered with ‘All 
Commodities’ selected.

Scroll down to the line item with the error, and 
click the arrow to expand the line details.
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Once the line item details have been expanded, 
click ‘Line Item Form Details’

Click ‘Edit Line Item Form’
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In the window that opens, click the small ‘x’ next to 
the All Commodities selection which was made 
previously.

Next, search and select the appropriate 
Commodity Code / Material Group. You may do 
this in the dropdown search using the downward 
arrow, or open a search window by clicking the 
icon with the box and arrow. 
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Search for Commodity Code / Material Groups by 
number or name and make the selection that best 
matches the goods or service you are purchasing. 

Toggle your search by selecting ‘Name’ or ‘ID’ from 
the dropdown selection and search accordingly

Once you’ve found the appropriate commodity 
code / material group, click ‘Select’
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Confirm that your selection has been updated, and 
then click ‘Save’.

Repeat this process for any additional lines which 
were created with the ‘All Commodities’ selection, 
then you may submit your PR for approval.

Page 21



Error messages which contain the message ‘Annual 
budget exceeded’ typically indicate that the 
funding source you entered does not have the 
budget to cover your order. 

To resolve this issue, review the funding information 
on your order and update to another funding 
source or contact your fiscal specialist for 
alternative funding. 

Please find the following job aid which covers how 
to make header level changes which update all 
lines of your order at once: 

How to Update the Funding or Shipping Information 
for All Lines of Purchase Requisition
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This error message indicates that the contract tied 
to your PR doesn’t have the capacity to cover your 
purchase. 

To resolve this issue, note the Contract # you would 
like to use in the comments of the PR and remove 
the contract from all line items before submitting 
the PR for approval. 

First, open your PR and click ‘Edit’ if you’ve 
previously saved it. To remove the contract, scroll 
down to the line item and click the arrow to open its 
details.
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Scroll down in the line item details to view the 
‘Contract’ field and click the downward arrow

Click ‘Clear Selection’ to remove the contract from 
the line. Repeat this process for all lines on the 
order.

If your quote reflects this contract #, or you need 
your order to reference the contract, please note the 
contract # in the comments field of your PR before 
submitting. 

Following approval by your Principal/Administrator, 
your Regional Buyer will receive the PR for processing 
and work with the appropriate Procurement staff to 
update the contract as needed before issuing the 
Purchase Order.
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