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The purpose of this job aid is to show 
how to search for a supplier/vendor in 

Guided Buying. 

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 “Search for Suppliers”.
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It should route you to the Supplier 
Management page. 
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You can search for the vendor by using 
the SAP vendor number or vendor’s 
name.



Click on the vendor name. 
If a vendor does not show up in the 
system,  please reach out to the Vendor 
Service Unit psg-vsu@lausd.net for 
assistance. 
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Click enter or the magnifying glass. 

mailto:psg-vsu@lausd.net


In the Summary tab, you can see the 
overview information of the vendor. Such as 
the SAP vendor number, email address, and 
Phone number. 
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Click on the Registration tab.



In the Process Flow, you can see that this 
vendor is fully registered. 
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In some cases, you may encounter vendors 
that are not fully registered. You can see 
that the Process workflow for this vendor is 
“In Registration”. If you see a vendor’s 
status as “In Registration” or “Approval for 
Supplier registration”, please remind them 
to complete the registration process. 
Vendors can contact the Vendor Services 
Unit for assistance. 
psg-vsu@lausd.net  562-654-9404 
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