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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.
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You will be directed to the Ariba Guided
Buying home page.
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Scroll down. Click Prepackaged Reports.
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You will be directed to the Prepackaged
Reports page.
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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.

= Order Summary by Commodit—

Click the Purchase Order report
that fits your needs.

Drop-down menu will open. For this
example, click Open to further refine the
report.

Action
I Open I

Run In Background

View Stored Results
View Details

L. Export

A Copy

Create Shortcut
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You will be directed to Refine Data page.

Refine Data

|

i e data in your report by selecting values for the fields below. All reports include a date field filter. To select a different date field to use as a filter, select Advanced Options. For multi-fact reports,  More
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You have the option to select the Relevant
date range.

@ Relative date range

Time period: | Year(s) |v Click to open.
Most recent | 2 v |ime —
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Select Include current partial year if you
would like to include this year’s data.

Most recent| 2 v |t periods
Click the checkbox to i Future| 0 v | time periods
include current partial
yeuL. ié.m; current partial year
O Fixed date range from A to =
10
If you want to choose a fixed date range,
select Fixed date range and enter the
dates.
Users glso have [‘\}l) —
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Select Advanced option to refine the data
further.

B

@ Fixed date range from:| 1/1/2022 Click the 12023
downward arrow
E2Automatically adjust the range to inclu¢  to view other data
' options.

Advanced Options \
Refine data using:| Ordered Date Date type: | Calendar v

nclude data with dates not set (unclassified)
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You can see the available options for this
menu which can be used to further refine
the reporting view.

Refine data us 5[ Ordered Date a4 | Dfe type:| Calendar v

nclude data  Ordered Date
Need By Date
Retroactive Effective Date
Service End Date
Service Start Date
Two date fields spanning the above range

Two date fields within the above rang
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Select Include data with dates not set
(unclassified) to include unclassified data.
Typically, it's a good idea to check this box.

Advanced Options

Click the checkbox to Refine data using:| Ordered Date v | Date type:| Calendar v
include unclassified [k
data. Include data with dates not set (unclassified
Furcnase Urganizaton Ic i_-'l.__l Vs
N
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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.
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You have the option to export the report
data. Click Export to Excel.

imp to Navigatior
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ilter elect a different date field to use as a filter, select

Export Background |

Advanced Options. For multi-fact reports, More
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You also have the option to View Report
in Ariba. Click View Report.

imp to Navigation Jump to Content
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Refine Data

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

Order Summary by Cost Center [ et ][ swe. ][ eBgot | [ Aacons s

Pivot table Chart Dashboard

Click Detail View
g Display Options Edit

Min/Max rows: 3/8
i

Ordered PO PO Spend ‘-‘ Choose
Cost Center Commeodity (L1) Common Supplier Date Status Order Id 1

158,746.80\
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Click Detail View
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Click Detail View -> Aggregate View.
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differently.
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Review both views and choose the one that
best fits your needs. To switch back to
Detailed View, click Aggregate View >
Detail View.

¥ Applied Filters

m158,746.80 Ordered Date Spannin

Click Aggregate
View: PO Spend
(USD)

Field S'Eifir*%

Edit in Wizard..

Aggregate View: PO Spend (USD) v

Show
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Click on the Chart tab.

Order Summary by Cost Center  Edt

Dashboard

Click the Chart tab.

anning: most recent 2 Year(s)
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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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Charting Options

Type m Legend Lengt 20 Refresh More Chart Options W

Scroll down and click Cost Center.

Cost Center

Cost Center v

Click Cost Center.
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We can select other values.

Select Chart Field
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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
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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
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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
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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.

40

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
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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 @
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