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PURCHASING

Business Process

Overview
The purpose of this simulation is to show how to access P2P Core and basic navigation.

Trigger

Purchasing user needs to access SAP Ariba.

Result
Successfully log in and understand how to navigate.

Application
SAP Ariba P2P Core
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P2P CORE vs GUIDED BUYING
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P2P Core vs Guided Buying

P2P Core

SAP Ariba P2P Core is for power users that are frequently in the system. P2P Core offers
more functionality and access to features that are not in Guided Buying. Purchasing
end-users will use Ariba P2P Core most of the time.

HOME PROCUREMENT CATALOG Recent v Manage v Create VvV
Catalog ™ | Keywords ‘V“ 3\ C
Commeon Actions ~ My ECRs ~ To Do o My Requisitions — My Receipts ~
Create 0 Denied 0 Denied

Requisition

Technology Review Request Form New

Contract Amendments/Renewals
Manage O O O O

- Submitted ECRs Items Total Submitted Total Receipts
Asset Workbench
Receive
Report Search Filters News ~
More v e T o
Welcome to LAUSD - Los Angeles Unified School District Procurement Application
https://s3.ariba.com/Buyer/Main?realm=LAUSD-1-T&guidedbuyredirect=true
Recently Viewed ~
PR3851 Dance Classes To Do "
RC1077 Dance Classes
PR2098 Hampton Bay D Date | From Status Title Required Action
No items
My Documents ~
D Title Date Status

Guided Buying

Guided Buying is the mode for most end-users. This mode is user-friendly and GUIDES
the end-user to complete the task.

E'm Ariba Buying
= = = -

] ~ ‘ Find goods and services
2
|

Shop Your favorites Your requests Your approvals
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PURCHASING: Access
Access ESS

Enter HTTPS://ESS.LAUSD.NET in the address field of a web browser

LAU

UNIFIED

€« 5 C M

= O X

= HTTPS://[ESS.LAUSD.NET

w & i

[ All Bookmarks

Enter Single Sign On (SSO)

Enter your full LAUSD email address and password to Log In.
e.g. (msmith@lausd.net, mary.smith@lausd.net)

2% signon.lausd.net/adfs/ls/?SAMLRequest=fZFdS8MwFIb%2FSsISmnS0bgtroVCUwpTh1ANICYnLpAmIS... ¥r

Enter your full LAUSD email address and passwi

Log In.
e.g (msmith@lausd.net, mary.smith@lausd.net)

@ 2018 Microsoft  Home

ord to

— [m] X

3 All Bookmarks



https://ess.lausd.net/

UNIFIED

PURCHASING: Access

03 Click ‘Procurement’ tab

This one of the main available tabs.

04 Click ‘Procurement’tile

Based on your access/role, Procurement tile may be one of the tiles available under
Procurement tab.

 Home x|+

< > C @ O G s lausd.nel 3 =

@ Getting Started € LAUSD TS BASE Shar... (6 BASE Training Center 8l IRS e-Services €0 LAUSD | My Professic.

Procurement

Procurement

Procuremen

D

Based on your access/role, Procurement tab may show the main screen instead.

@hﬁusp Test Site Q = ® e

HOME PROCUREMENT INVOICING Recent v Manage v Create V'
e H - | O
Common Actions. v To Do v

Create D Date § From statu Title

Requisition

PR3241  516/2024 REQUESTOR2L B Submitted SS PCat DNE $250K (cmh)V1

Sourcing Request

Supplier Research Posting REQUESTOR21 | Composing ng
Contract Request (Procurement) REQUESTOR21 [ Composing  Truck
More v
REQUESTOR21  [E] Composing  KL-Pricing Term Test Receive
Manage
RC497 REQUESTOR21  [E] Composing  Raj - pencils Receive
REQUESTOR21 [ Composing  Truck Receive
Sourcing Library e mee s amrean o M
More v View All v
My Documents
Recently Viewed v g e
PRA742 test ..fault address 0 Tile pate b stat
B PRa747  Car 6/6/2024 Composing
% PRA746  Funds Center drives Buyer Workflow (Region East) 6/6/2024 Composing
[ 3 test for default address 6/6/2024 Composing
More v 2 AJ-CAT 6 Cable 61512024 Ordered z
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PURCHASING: Navigation

LAUSD Logo

The LAUSD logo at the top left corner acts as HOME button.

@ LAUSD

UNIFIED

Test Site

QICING CATALOG @

|v“

[ Requisition " ‘ Title 1]

Common Actions ~ To Do
Create D Date | From Status Title
Requisition i

PR3241 5/16/2024 REQUESTORZ21 B Submitted REQ21(@ trying ILTSS PCa
Sourcing Request
Supplier Research Posting RCE70 REQUESTORZ1 Composing  Raj test split funding
Contract Request (Procurement) RC1272 REQUESTOR21 Composing  Truck
More v - . -

RC726 REQUESTORZ1 =] Composing KL-Pricing Term Test
Manage

RC497 REQUESTOR21 =] Composing  Raj - pencils
Asset Workbench

M omimiee

Search

Click the magnifying glass icon & at the top right corner to Search all document

types.
» Follow the search prompts based on your search topic.

< 0 LAUSD Test Site @ o
UNIFIED
Analytical Report ment Project
HOME PROCUREMENT INVOICING CATALOG @
Catalog

Compound Report

Requisition

Content Document

Contract Clause

Contract Request (Procurement)
Contract Request (Sales)

Contract Workspace (Internal)
Contract Workspace (Procurement)
Contract Workspace (Sales)

Event

Excel Template

Knowledge Project

Sourcing Project

Sourcing Request

Supplier Disqualification Project

Supplier Qualification Management Project
Supplier Qualification Project

Supplier Registration Project

Supplier Request Project

Supplier Segmentation Project

More...
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» Print

Click the Print button, if you need to print a document.
» Common action to Print to PDF [or Save as PDF] for emails or other

methods.
Test Site —
< @LAUSD = ) O
HOME PROCUREMENT INVOICING CATALOG @ Recent v == Create W

Invalid Fields

These fields are invalid. Click OK to continue.

Help

Help icon located at the top right corner.
» Click the icon to select the Help topic.
» Clicking the Help Center option will route the end-user to external

SAP Help Center Home functionality.

______

¢ LAUSD Test Site
@LA Help Center

HOME PROCUREMENT INVOICING CATALOG @
Events

Contact Us

5] https://helpcenter.ariba.com/index.htmi?sap-language=en

w Help Center Home

Home Learning Contact us
[ @ Need expedited assistance for an open event ending within 60 minutes? Learn more )k
How can we help you?
earch knowledge base les, doct orials Q




User Preferences

Click the initials in the upper right-hand corner to access User Preferences.

» Click App settings.

= Click Delegate Authority.

* see End-User Training — Purchasing: How to Delegate Authority

This allows the end-user to delegate approval authority to another end-user when

unavailable to approve.

PURCHASING: Navigation

Sourcing Request
Supplier Research Posting
Contract Request (Procurement)

More v

Manage
Asset Workbench
Receive

Sourcing Library

0

Submitted ECRs

News

Welcome to LAUSD - Los Angeles Unified School District Procurement Application

More Vv
To Do
Recently Viewed
[v] Date } From

PR4819 Copy ... Changes - JM
PR4817 Copy ... Changes - JM PR4324  6/6/2024  Siva Kondubhatla
PR48186 Copy ... Changes - JM PR4788  6/6/2024 REQUESTOR23
PR4798 Copy ... Changes - JM

_ o PR3241  5/16/2024  REQUESTOR21

htps://<3 ariba.com/Buyer/Mai nBxi LAUSD-1-Thdard=1#

ion Approaching

Status

B Submitted

B Submitted

2 Submitted

3.ariba.com/Buyer/Main?realm=LAUSD-1-T&guidedbuyredirect=true

Title

NEW EXTIN
BQ-CREATE ASSET 02000/00944071

REQ21@ trying ILTSS PCat DNE $250K (cmh]

<o E Q &)  httpsy//s3.ariba.com/Sourcing/Main/aw?awh=r8tawssk=G0U7Xai7dZUalznP&realm=LAUSD-T&passwordada A Ty 5] 1
Test Site
@Lauso ceoo| @
HOME PROCUREMENT INVOICING CATALOG @ MORE...v Recent W Manage v
Sourcing Project ™ | Search using Title, ID, or any other term v“ 3\ c
Common Actions My Requisitions v My Receipts To Do > Event Status v
@ LAUSD Test Site =
e Sign Out
HOME PROCUREMENT INVOICING CATALOG @ Re  preferences
Change password
Sourcing Request v | Search using Title, ID. or any other term v
ity
Common Actions My ECRs ~ To Do “ My Requisitiot D Elega[e a Uthorlt}
Create 0 Denied .
Requisition - Change default locale

Change email notification preferences

Edit default preferences

35

Total Submitted

Manage nonstandard addresses
Activate mobile device
Deactivate mobile devices
Download procurement user info
Change reporting preferences
Change notification preferences
Change Desktop File Sync
Change dashboard preferences

Download sourcing user info
Theme

+ Light Theme

SAP Blue Theme

12




LAUS

UNIFIED
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» Parent / Child Realm

The Site icon toggles between two realms, Parent and Child.
» Parent realm meant for Sourcing Project and/or Sourcing Request.
» Child realm meant for Requisitions, Purchase Orders, Invoices, Payments,

etc.
The bridge is the point where
a supplier contract s signed
Upstream [Parent] realm Downstream [Child] realm
1. Supplier Selection 1. Requisitions
2. Sourcing 2. Purchase Orders
3. Contract Management 3. Receipts
4. Invoices
5. Invoice Reconciliation
R s e
o~~~ | 6 Payments
R e
BEFORE contract signature AFTER contract signature
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PURCHASING: Navigation
» Search per Document Type

The main Search field allows you to search based on document type.

@!:AUSD Test Site Q & & 6 % @

HOME PROCUREMENT INVOICING CATALOG @ MORE...v Recent v Manage v Create VvV

. ¥ 2,
Search using Title, ID, or any other term ‘vn N C

To change the document type, click My Requisitions v My Receipts W To Do 7, Event Status v
the downward arrow, and change it. 0 Denied 0 Denied

Remember this is the Parent realm
containing data for Sourcing, Contract .
Management, and the like. If you

wanted to search for a Requisition, 1. . s
Receipt, Invoice, etc. click the Site

icon located just to the left of your Draft Pre... Open Pen... Com..
Initials in the upper right corner, and 0 O O !
change from the Parent Realm to the

5 W RFI
Child Realm Total Submitted Total Receipts Items REP

[ Sourcing Project V'

Manage

To change the document type, click the down arrow and select another.
Then, toggle from Parent-to-Child realm [or Child-to-Parent realm,} based on the
document type switch.

& @ e () https://s3.ariba.com/Sourcing/Main/aw?awh=rfawssk=GOU7Xai7dZUalznP&realm=LAUSD-T&passwordada.. A 17 it} 0 s
Test Site = <
@ LAUSD Q = & & )
NVOICING CATALOG @ MORE...v Recent v Manag]
Sourcing prDject vV S - (0. or any other term ‘:“ »\ ¢
My Requisitions 55 My Receipts & To Do g Event Status a5

14



PURCHASING: Navigation

Customizable Tiles

Below the Search bar are customizable tiles, which provide im

»

information in a consolidated, easy-to-view location.

» My Requisitions
My Receipts
To Do

Event Status

Y V V

< ¢ < ) https:/s3.ariha.com/Saurcina/Main /aw?awh=r& awssk=GOU7Xai7dZUalznP&realm=LAUSD-T&passwordada... A ¢ LT o I
Below the search bar, we have o G
® !:ﬁ'ﬂ!gsp customizable tiles. These tiles show Q T 8 0 8
important information in a
consolidated easy to view space.
HOME PROCUREMENT For this example, we see My RE...v Recent v Manage Vv Create V'
Requisitions, My Receipts, my To
Do List, and Event status for
Sourcing Project | search using T ReCent Sourcing Events. B o | 5 ¢
Common Actions v My Requisitions v My Receipts v To Do v Event Status v
Sourcing Project 13
7
Sourcing Request 1 1 S 4
Supplier Research Posting Draft Pre.. Open Pen.. Com..
Guick uotePotig 0 0 0
B RFA
Manage
Purchase Orders D
Sourcing Library Welcome to LAUSD - Los Angeles Unified School District Procurement Application
Report Search Filters
https://s3.ariba.com/Buyer/Main?realm=LAUSD-1-T&guidedbuyredirect=true
More v/
My Documents v To Do v
Recently Viewed v

Click the down arrow on one of the tiles to customize the tile.

>
>
>
>

Edit Tile Settings
Remove Tile

Manage All Tiles
Remove All Tiles

15

Test Site = =)
©LAUSD a s ® o 9 Q
HOME PROCUREMENT INVOICING CATAL{  To customize your ‘ Recent v Manage v Create V
tiles, click the
arrow. I
Sourcing Project V' ‘ Search using Title, ID, or any other term | ‘vn EN (&
Common Actions v My Requisitions k Edit Tile Settings v To Do v Event Status v
0 Denied

Create Remove Tile

Sourcing Project Manage All Tes . 13
Sourcing Request 5 4

£ e Remove All Tiles 3 .
Supplier Research Posting Draft Pre.. Open Pen.. Com..
Quick Quote Posting O O
W RF
More v Total Submitted Total Receipts Items ReP
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Key Takeaways

General end-users will use SAP Ariba Guided Buying.

Power users such as Purchasing, Central Receiving, and Finance will use SAP Ariba
P2P Core.

Access SAP Ariba P2P Core through ESS. Login to ESS, and click Procurement.
On the Procurement page, click the tile labeled SAP Ariba P2P Core.

The LAUSD logo in the upper left corner as as a Home button.

The Parent realm is for Contract Management, Sourcing, and Supplier Management.
The Child realm is for Requisitions, Receipts, and Invoices Use the Site icon to toggle
between each realm.

To access User Preferences, click the icon with your initials at upper right-hand
corner.

The Change Email Notification preferences to adjust what and how many emails the
end-user receives is under User Preferences. Click the icon with your initials at the
upper right-hand corner.
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End of Training
Thank you!
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