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The purpose of this job aid is to show 
how to create a Requisition in Guided 
Buying using a Punch-Out catalog. A 

Punch-Out Catalog is maintained by a 
Supplier and when accessed, 

temporarily takes users out of Ariba to 
access a supplier’s online catalog to 

search for items at negotiated pricing.

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 on the Catalog. In this example, 
we will click on “Amazon”. 
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Click “Buy from supplier”.
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Click Yes. Amazon's catalog is an 
example of a 'Punch-Out Catalog’. Once 
you select the catalog tile, the system will 
navigate to the supplier's site for you to 
view and select items available to LAUSD 
users. After you are done selecting items 
and 'check out', you will be returned to 
Ariba to finalize your order.



Click Add to Cart. Repeat these steps until 
you have added all the items to your cart. 

7

8

Search for an item you want to purchase. 



Once you have all your items in your cart, 
click Proceed to checkout. 
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Click Use this payment method. You cannot 
change the payment method. The Amazon 
Punch-Out catalog processes through a 
ghost P-Card process. The Visa ending 8331 
which is visible on this page should not be 
changed. This payment method is used to 
process all Amazon punch-out orders. You 
will provide your funding information for the 
order once it is returned to Ariba. Please note 
that some vendor punch-outs may be paid 
via invoice, and their checkout page will vary 
from the example shown. Payment 
information on this page should not be 
changed regardless of the punch-out 
catalog being used.
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Click Submit order for approval. You can 
change the delivery date and funding 
information in the next screen. 

Once you check out from the Amazon site, 
your items are transferred back to Ariba as 
a new requisition. You need to complete 
and submit this requisition for approvals.

11



12

Click Check out. Make sure you have no 
other items from a different vendor in 
your shopping cart.



The Ship to location defaults to your 
school/work location. To update the 
address, click “Manage locations”.
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Enter the ShipTo(Plant) and Need-by-Date 
field. 



To change the ShipTo(Plant), click on the 
arrow  Browse all. 
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You can search for the location by using 
these search filters.



In this example, we are going to search 
using the school name. Type in the name, 
then click the magnifying glass or press 
enter. 
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Click Choose  Done. 

18



19

Click Manage details. This will update the 
funding information for all lines. To change 
or split the funding, go to the line items to 
update the funding information.

Note: The requisition name is pulled from 
the 1st item in the requisition. You can 
rename Requisition Title to be more 
descriptive before submitting for 
approvals
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Enter the GL Account. Click on the arrow  
Browse all to search for the GL Account. 
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Enter the Cost Center. Choose the arrow 
symbol and click “Browse all”. 

Search the Cost center by code or name.
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Choose the correct Functional Area. 
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Click “Done”.



Scroll down to the Attachments and 
Comments section. You can enter a 
comment and/or upload attachments and 
share it with a supplier by checking the box. 
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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 + 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. 

29

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. 
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To check the status of the Purchase 
Requisition, click “Your requests”  
Requisitions or Purchase Orders. 

34



This screen shows a requisition in each 
status. 
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