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The purpose of this job aid is to show how
to access queue management for Buyers.

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 “Procure to Pay” tile.
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You will be directed to the Ariba P2P page.
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Click Manage > My To Do.
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Click Unassigned Queue Items.

HOME CONTRACTS PROCUREMENT CATALOG MORE...™

To Do

‘You are included in the approval flow for the requests in the "My Items" section and are required to reconcile, apprave, or deny each request assigned to you. You can

To Do Controller View: ({f) My ltems Unassigned Queue Items

Approvable Type: [ No Choice W Queue: Mo Choice W

¥ Search Filters
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Click the down arrow to expand the Queue
option.

HOME COMTRACTS PROCUREMENT CATALOG MORE...»

To Do

You are included in the approval flow for the requests in the "My ltems" section and are required to reconcile, approve, or deny each request assigned to you. You can

To Do Controller View: () My ltems Unassigned Queue Items

Approvable Type: | Mo Choice A Queue: Mo Choice W

¥ Search Filters

Title: D
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Click your Region. Each Region has its own
assigned Purchase Requisitions.
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You have the option to search by the
Purchase Requisition ID.

¥ Search Filters
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Click Get From Queue. Message will indicate
that the Purchase Requisition has been
assigned to you.

Actions ™
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You also have the option to check multiple

Purchase Requisitions by checking the
boxes.

To Do Found 51 items
Type D Requester Date Submitted |} Date Created Title
v
B FPRE4574 RUBY GOLD C 3 Dec NDY K
Vil K PRS0S07-V2 BLANCA HERNANDEZ SIERRA C 3 Dec 362175 PRS
B PRE4GOE MIRIAM PERAZA C 3 Dec fast
il L PRE4294 CARCLYN GARCIA 3 Dec 2024 3 Dec NTENANCE LIGHT REPAIR
v 1% PRS5568 MAGDA DONO D 7 Mow LRP &, PR 8, MAR VI
B o
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Click Get From Queue.

To Do

v
¥ PRE4574 RUBY GOLD 4 Dec 2024 3 Dec 3
v | B PRSOS07-V2 BLANCA HERNANDEZ SIERRA 3 Dec 2024 3 Dec 3
2 PRE460 RIAM PERAZA 3 Dec 2024 3 Dec 3
v | B PRE4294 CAROLYN GARCIA 3 Dec 2024 3 Dec
| B PRS5568 MAGDA DONO 3 Dec 2024 7 MNov 3
E" @17" Al BAA TR RFES NMF BAFT A Niar AH124 2 Niar A

| Get From Queue |
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Message will indicate that you have
assigned the PR to yourself.

You are included in the approval flow for the requests in the "My Items" section and are required to reconcile, approve, or deny each requ

J You have assigned PRE4574 to yourself

To Do Controller View: My ltems @ Unassigned Queue ltems

Approvable Type: | Mo Choice L Queue: | Procurement Buyer
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Switch back from unassigned queue to
your items by choosing “My Items”.

To Do

You are included in the approval flow for the requests in the "My ltems" section and are required to reconcile, approve, o

To Do Controller View: § () My ltems Uinassigned Queue Items

Approvable Type: | Mo Choice N Queue:

¥ Search Filters

Title:
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Click on the PR# to review and
approve/deny.

Type [ Requester Date Created
)

ROMANE LLIMA 7 Mow 2024

| | Return To Queue
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Scroll down to view requisitions assigned
to you.

o Do Found G items
T I
B SUESTOF o EVE I
=2 FUESTON TEST I
O_AUDIOMETRIC FBOOTH
B SUESTON [
IFE 20 073
FROMNT DING CH
F PRCTRRE 3 L ’ 1 |
B S Ty e Rt
> HUESTORS o |
(=" Mirac |
[+ PPCTRRES 1 1
# Test
Approve Crermy Return To Gueue
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To return a Purchase Requisition back into
the Region Queue, choose the PR (in My
ltems) > click Return to Queue.

To Do Found 2 items
T 1D Request Date Cre ted Titl
L J
‘ PR55734 ROXAME LUMA 7 Nov 2024 W LRP 363401, PR55734, MARIMA DEL REY MS, 310-578-2711
E"' PRE4ST74 RUBY GOLD 3 Dec 2024 ANDY MARK

| Approve ‘ ‘ Deny | ‘ Return To Queue
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Message will indicate that the Purchase
Requisition was returned to the queue.

To Do

You are included in the approval flow for the requests in the "My Items" section and are required to recancile, approw

\f'r You have returned PR55734 to the Procurement Buyer (Region West) queue.

To Do Controller view: () My ltems Unassigned Queue ltems
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If you are overseeing multiple Regions,
ensure that you are in the correct Queue.

Queue:

Procurement Buyer (Region West) W |

Mo Choice

Procurement Buyer (Central Office)
Frocurement Buyer {(Region East)
Frocurement Buyer (Region North)

Procurement Buyer (Region South)

Frocurement Buyer (Region West)
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