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The purpose of this job aid is to show how 
to access prepackaged reports in Guided 

Buying.

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 “Ariba Shopping Cart” tile.

https://ess.lausd.net/
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Scroll down. Click Prepackaged Reports.

You will be directed to the Ariba Guided 
Buying home page.



You will be directed to the Prepackaged 
Reports page. 

For this example, we will run the Purchase 
Order Reports. Click Purchase Order 
Reports.
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In this example, we will run Order Summary 
by Cost Center. Click Order Summary by 
Cost Center. 
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Drop-down menu will open. For this 
example, click Open to further refine the 
report.



You have the option to select the Relevant 
date range.
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You will be directed to Refine Data page. 



Select Include current partial year if you 
would like to include this year’s data.  
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If you want to choose a fixed date range, 
select Fixed date range and enter the 
dates. 



Select Advanced option to refine the data 
further.
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You can see the available options for this 
menu which can be used to further refine 
the reporting view. 



Select Include data with dates not set 
(unclassified) to include unclassified data. 
Typically, it’s a good idea to check this box.  
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You have the option to select the specific 
values for Purchase Organization Id, Cost 
Center, Commodity, and Common 
Supplier. 
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In this example, we are reverting to our 
Relative date range option. 
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For this example, uncheck the Advanced 
Options.
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If you anticipate that this is going to be a 
large report, you have the option to click 
Background. 
This will run the report in the background, 
allowing you to continue working in Ariba 
while the data is being compiled. Ariba 
will send you an email with a link when 
the report is finished. 

17
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You have the option to export the report 
data. Click Export to Excel. 
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You also have the option to View Report 
in Ariba. Click View Report. 



You will be directed to the compiled data. 
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Currently, we’re viewing the data in Detail 
View. 



Click Detail View  Aggregate View.  
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The Aggregate View sorts the data 
differently. 



Review both views and choose the one that 
best fits your needs. To switch back to 
Detailed View, click Aggregate View  
Detail View. 
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Click on the Chart tab. 
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Chart view will open. A graph is created 
based on your compiled data. In this 
example, this data is based on purchase 
order value by Cost Center. 
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Scroll down and click Cost Center. 
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We can select other values. 



26

For this example, we select “Bell SH” as the 
filter to generate a report specific to this 
school.
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The report is now filtered to show data for 
Bell SH.
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Click on the Chart tab. 

29
A column chart has been automatically 
generated to provide a visual 
representation of purchase order 
spending categorized by Cost Center.



30

Scroll down  click Cost Center. 



30

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



31

Charting Options Type allows us to change 
the type of graph. 

Click Column.

32
There are many graph types to choose 
from. 



33

In this example, we will click Pie. 

34
A pie graph will be generated to visually 
represent the pivot table. 



35

Click on the Dashboard tab. 
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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.



37
Enter the Report Name.

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. 
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Click Save. 

Select the desired placement for the 
graph on your home screen. After 
publishing, you can reposition the graph 
within the dashboard. Click Done. 
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Go to your Dashboard. You can edit the 
graph by clicking View Report. 

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