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The purpose of this job aid is to show how 
to assign purchase requisitions to regional 

queue for queue managers.

To 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 “Procure to Pay” tile.

https://ess.lausd.net/


You will be directed to the Ariba P2P page.
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Click Manage  Queues. 



Click Unassigned Queue Items. 

Click the down arrow to expand the Queue 
option. 
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Click the down arrow to expand the  
Approvable Type. 
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Choose Requisition. 
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Change the Date Created to “No Choice” to  
see all requisitions. 

Click Search.  



Search for requisitions that need to be 
assigned. Click on the Purchase Requisition 
ID# to view details. 
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Choose the Purchase Requisitions you 
want to assign. You can select multiple 
Purchase Requisitions to assign to a Buyer. 
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Click Assign. 
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Search the Buyer you want to assign the 
PR to. You can see the number of items 
assigned to each buyer . 
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Locate the Buyer then click Select. 

Message will indicate that Purchase 
Requisitions have been assigned. 
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To reassign a Purchase Requisition to a 
different buyer, go to the appropriate 
Queue then click All Items. 

You have the option to search by the PR 
ID, Date Created, Date Submitted, 
Requester, or Title of the PR. Click Search.
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Choose the Purchase Requisition, then 
click Actions  Reassign. 

Search for the buyer’s name, then click 
Select. 
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Message will indicate that the Purchase 
Requestion was reassigned.
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To return a Purchase Requisition back into 
the Region Queue, click on All Items. 
Ensure you are in the correct Queue. 



You have the option to search by the PR ID, 
Date Created, Date Submitted, Requester, or 
Title of the PR. Click Search.
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Locate your Purchase Requisition, click on 
the box, then click “Return to Queue”.
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