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This job aid provides step-by-step 
instructions on how to search for Purchase 

Orders 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 Purchase Orders.

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



You will be directed to the Purchase Orders 
Search Filter page. 

Change the Date Created filter to your 
preference. In this example, we will 
choose “No Choice”.
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Enter your Purchase Order ID# (8000#).
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Click Search. 



You have the option to search for Purchase 
Order by the Requestor.  If you do not see 
this field, skip to #14

7

8

Your search result will populate. Click on the 
PO# to view details. 



Click “Select”.
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Click “Select from list”.



Type in the requester’s name, then click 
Search.
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Check off the box then click “Done”.



Click Search.
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To add more filter options, click “Search 
Options”.
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Some useful search options are Order Title, 
Requestor, Requisition ID, Status, and 
Supplier. You can also hide any unwanted 
search options by unselecting them.
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