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The purpose of this job aid is to show how
to customize a Prepackaged Report, save
your changes, and add the data chart to
the P2P dashboard.

To access Ariba Guided Buying, log in to

your ESS (https://ess.lausd.net/) using your
SSO (Single Sign On).
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2

Click on the “Procure to Pay” tile.

Procurement

Procure-To-Pay
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You will be directed to the Ariba P2P page.
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Click Create - Analytica Report.

Recent ~v Manage
Guided sourcing request

Compound Report Invoice
Contract Amendments/Renswals Knowledge Project

S Contract Request (Procurement) Guick Quote Posting

Ti Contract Request (Sales) Guick Survey
7 (c Contract Workspace (Internal) Reqguisition
3 (« Contract Workspace [Procurement) Supplier Request
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You will be directed to the Create Analysis
page.
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Create Analysis Report3780259 - Untitled Analytical Report ' Exit

Available Measures
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Enter the Report Title and the Description.

HOME R : OMTRACT!

Create Analysis Report3779895 - Untitled Analytical Report

Enter a title for your report, select a data source to investigate from the Main Fact pull-down menu, and add a
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Choose the Main data source.

Create Analysis  Report3779895 - Untitled Analytical Report [ e |
N L+ ]
Ok
Date

Available Measures
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In this example, we will use Purchase
Order. This means that the first data
element in our report is going to be
purchase order data.

Data Sources
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The Available Measure will auto-populate to
the right in the pivot table.

Available Measures

¥ Pre-defined
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To further customize your report, you can
add measures. Measures are numerical
vdlues calculated based on the data
you've adlready selected. This allows you to
incorporate additional insights and
analysis into your report.

Available Measures

¥ Pre-defined

> Measures in Original Currency




For example, if you want to display the total
balance that still needs to be invoiced, you
would include the Amount Left to Invoice

Total in your report.

Available Measures

¥ Pre-defined

> Measures in Original Currency

Drag the label to the blue area in the pivot
table.
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In this example, we'll demonstrate how to
credte a report that provides a breakdown
of purchase order spending and associated
tax amounts within a particular time period.
For more customization options, explore the
available measures.

O Duration (. Click PO Spend

PO Spend (USD) W

N
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Click the PO Spend drop-down arrow -
Add to Report.

=0 Duration (. Click PO Spend

Click, Add to Report
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Add any other relevant measures to your
report. In this example, we are adding a Tax

Amount. Click the drop-down arrow -> Add
to Report.

We will also add the Tax
Amount to the Report

Click Add to Report

Tax Amount Invoil

16 User-defined

The measure you just added will now
appear under the “Data” section of the
pivot table

¥ Data

PO Spend (USD) v
Tax Amount (USD) v

¥ Detail Fields

FOId

Order

Ordera

Requ

GL Accou tld
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Scroll up. Click Pivot Layout.

Click Pivot Layout.

Data Sources

User Preference v
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We're now on the second tab of this report.
Active fields are highlighted in blue.

Drag a field from the list of available hierarchies or fields and drop it on a destination in the pivot table: page, row. or column. If you are creating a multi-fact report, you

Available Hierarchies v

¥ Purchase Order
Account Assignment
int Assignment v

Asset

Bill To Location

Company Code

Master/Sub Agreement v

Page Fields

Column Fields

(USD!

ount (USD

¥ Detail Fields

PO ldwv
Order ldv
Cert Type Vv Ordered Datev
Commodity Requesteryv
Commodity Vv

GL Account IdVv

ERP Supplier

il de v GL Account Name
Contract Cost center IDV
Contract Vv Cost Centerv
Contract vs. Non-Contract Vv Purchase Organization Idw
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Pivot table consists of page, row, column,
and detailed fields. When customizing
your pivot table, you can use hierarchies
for multi-level data breakdowns or fields
for single-level data points.

For example, commodity code is a
hierarchy. It has four levels, starting from
a broad category (level 1) and becoming
increasingly specific down to level 4.

An available field represents a single
level of data.

To customize your pivot table, drag and
drop any available fields or hierarchies
(multi-level categories) into the
designated blue areas.
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You can move measure within the pivot
table by dragging and dropping them or
clicking on them and selecting a new field.
For example, click the measure - choose
the field you want to move it to.

¥ Data
PO Spend (USD)

ax Amount (USD

¥ Detail Fields

PO Idwv

Order Idwv Move to

Ordered Date™w
Requestery
GL Account Idwv

ERP Supplierv

GL Account Namew

Cost center IDWV ration

Cost Centerw”

Purchase Organization Id

Pirire
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Once you've finished customizing your pivot
table, click Next.

‘ Previous Exit
Go to next step
vot table: page, row, or column. If you are creating a mulu-iact repuil, you  more

Page Fields

Purchase Organization Idwv

Column Fields

Order Idw

¥ Data
PO Spend (USD)
Cost Centerv Tax Amount (USD)
¥ Detail Fields

Row Fields

PO Idv
Ordered Date™w
Requesterwv

GL Account ldv

ERP Suppliery

GL Account Name

Caost center |IDv

etail fields in report
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Review and adjust the “Refine Data” section
to meet your specific needs.

For example, you can set a custom date
range for the report.

You have the flexibility to either include all
your purchasing organizations or select
specific ones for your report.
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Once you've verified and made any
necessary changes to the values, click Run

Report.

Purchase Order Analytical Report 'revious ‘ ‘ Run Report ' _ Exit
——
Filter the data in your report by selecting values for the fields below. All reports include a date fi Click Run Report.  rent date field to use as a filter, select Mo
d Dat ® Relat

Time I g
Most recent e
Futur « | time
Eincl
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The report will generate results based on the
specific criteria you defined within the pivot

table.
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After generating the report, you can modify
its view. For example, you can change the
cost center.

Click Cost Center.

Click the Cost
Center field.

BELL SH W 383250V 2,500.00V 5,000.00V 5,000.00WV 5,000.00% 5,000.00% 5,000.00V 2,500.00V
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The cost center menu will expand.

Expand Next Level Sort row fields:
At lowest level Descending

, Ascending
Select Level, Values: 5

IEELL ?Hi
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Move Field
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Fed&State Ed Prog Br
Columns
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Page
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For this example, we select “Bell SH” as the
filter to generate a report specific to this

school

Expand Next Level
At lowest level

Select Level, Values:

II‘|

NORTHRIDGE MS

BSD-Gen Stores Whse

Fed&State Ed Prog Br

Region East

Superintendent's Ofc

Sort row fields:

Descendin

Ascending

Move Field

Show Field On

Columns
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The report is now filtered to show data for

Bell SH.

<BCBCRLD <3

in/Max rows: 3/8
er | POS Tax Amount
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Click on the Chart tab.

Reporting Purchase Order Analytical Report Edit [ sae. ][ g | [ Aactons

Min/Max rows: 3/8
Detail View v
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A column chart has been automatically
generated to provide a visual
representation of purchase order
spending categorized by Cost Center.

PO Spend (USD)
(M)




Scroll down = click Cost Center.

PO Spey

| Click the Cost
Center button.

Cost Center

Cost Center v
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This menu allows you to change the
details of this graph.

Select Chart Field

Purchase Organization Id

Order Id

Select Level, Values:
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Charting Options Type allows us to change
the type of graph.

Click Column.

Charting Options

Click Column .

Add to Dashboard
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There are many graph types to choose
from.

Sz[gwdard Type

Pie
Donut

Bar
@ Column
Line

Combination
2-Measure Custom Type

Columns on 2-Axes

PO Spend (USD)
(MY

Column - Line on 2-Axes

Line - Column on 2-Axes
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In this example, we will click Pie.

Line

36

A pie graph will be generated to visually

represent the pivot table.

Add to Dashboard
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Click on the Dashboard tab.

Click here .

To further refine your chart or change chart dimensions, click the field names in the Charting Options area
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You have the option to add the pivot table,
a pie chart, of any other desired graphs do
your dashboard

Click Add to Dashboard.

Others
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Enter the Report Name.

Save Report

You have changed this analytical report. Click Save to save your changes, or Cancel to discard them.

ocation:  Current Project: | Personal Workspace ~
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Choose the appropriate project folder to
save your report. If you save it to your
personal workspace, only you will have
access. If you save it as a public report, it
will be visitable to all users with the
necessary permissions.

cation Current F'I"?-‘._-?lffi‘ Personal Workspace v ‘

Personal Workspace

Public Reports

T risar
e
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Click Save.

@ LAUSD

Report

changed this analytical report. Click Save to save your changes, or Cancel to discard them

Click Save.
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Select the desired placement for the
graph on your home screen. After
publishing, you can reposition the graph
within the dashboard. Click Done.

‘ Dond

Customize Dashboard - Change Layout Im
I L 3
This page allows you to edit your dashboard content. To edit dashboard content, select an item and click a button. Click ~ to move the item up. Click ~ to move the item dow
Click Done.
Home Visibility Sourcing Contracts Procurement T&E Invoicing Suppliers Supplier Management For Yot Catalog
Ti Home
Navigation Panel Left Column Right Column
Commen Actions Search To Do
Recently Viewed My Documents Calendar
Watched Projects \ Event Status Grid
Notifications ‘ 3y | Action Tiles Config
For You
Purchase Order Analytical Report ‘ |
(
| E | @ [ = = @
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Go to your Dashboard. You can edit the
graph by clicking View Report.

Copy of Purchase Order Analytical Report

Click here .
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Click Edit. Clicking edit will bring you back
to the pivot table to allow changes to the

report.
< @LAUSD Qa =5 m o 9 @
Reporting Copy of Purchase Order Analytical Report et |l sae. | [ Epot | [ Acons v |
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