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The purpose of this job aid is to show how 
to create a Non-Catalog Requisition in 

Guided Buying. Non-Catalog Requisitions 
are vendors without a catalog and non-

warehouse pruchases. 

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 “Request a Non-Catalog Item”.
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Click “Request a Non-Catalog Item”.
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In the Product name field, type in the item 
description.



Enter the quantity and unit of measure. The 
unit price will auto-populate.
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Copy and paste the Product name into the 
Description.



Enter the Commodity Code/Material Group. 
You have the option to search by typing 
keywords. Search for the Commodity Code 
that best fits the item.
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Click on the search icon to expand the 
search. 



Choose yes if the item is for technology, 
textbooks, catering, or software.
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Choose the appropriate category.



Read the answer carefully and answer the 
questions.

13

To select your vendor, click “View all suppliers”. 
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Search for the supplier/vendor by the name, 
city, street, state, etc.
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Click the name of the supplier.  
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Click “Select”.
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Click “Add to Cart”.
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If more items are required, click the “X’ 
button and repeat the process.
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When completed, click “Checkout”.
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The Ship to location defaults to your 
school/work location. To update the 
address, click “Manage locations”.
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Click on “Manage Details” to enter the GL 
Account and Funding Information. 



Choose the correct “Account Assignment”.
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Enter the correct FUNDING Cost Center.
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You have the option to search by Description 
or GL number. Click “Choose”.

Enter the GL Account. Click the down arrow 
and click “Browse all”. 
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Enter the Funds Center. Choose the arrow 
symbol and click “Browse all”. 

Search the Funds center by code or name.
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Find the correct Funds center. Click 
“Choose”. This should match the Cost 
Center. 
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Choose the correct Functional Area. 
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Click “Done”.



Enter Need-by-Date. Click the calendar icon 
and choose a date 2 weeks from the order 
date.
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Enter the GL Account. Click the down 
arrow and click “Browse all”. You have the 
option to search by Description or GL 
number. Click “Choose”.
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Commodity code will default from the line 
item commodity code selection. 
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To edit the commodity code, scroll up. Expand 
“Line Item Form Details”. 
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Click “Edit Line Item Form”.
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Click “X” to delete the existing commodity code.
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Search for the new commodity code you 
want to use. 
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Click “Select”.
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Click “Save”.
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Scroll down to the “Comments” section and 
expand to type in the comments. If the 
comment is only intended for LAUSD 
employees, keep the box unchecked. If you 
would like to share the information with the 
vendor, check the box. 
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Expand “Attachments”.  You can drag and 
drop the files or browse your files to upload. 
To share the document with the Vendor, 
click “Share with Supplier”. 

42

Click “Add”.
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Click “Add”.
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Scroll down to the approval workflow. For more 
information about the approving individual, 
click on the icon above the person’s name.
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You can add a “watcher” or another 
“approver” to the workflow. Choose where 
you would like to add the individual. Click 
the plus sign.
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Choose if you would like to add an “Approver’ or 
“Watcher”. Approver must take action by 
approving or rejecting the Purchase Requisition. 
Watcher does not need to take action. 
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Add a reason as to why you are adding the 
Approver or Watcher. 
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You can search for a user by their first name, 
last name, or birthdate. Enter the information 
and hit “Enter” or click “Search”. 
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Click the radiator button of the user, then 
click “Add”.
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Notice that the icon is different from the other 
approvers. The icon indicates that the person is 
a watcher and is not an approver. Notice the 
red X next to the user, this indicates that we can 
delete this user if needed.
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Click “Submit”. After you submit the 
Purchase Requisition for approval, 
notifications will be sent to each approver 
as it is their turn to approve. 

51

To check the status of the Purchase Requisition, 
click “Your requests”. 
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This screen shows a requisition in each 
status. 
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