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The purpose of this job aid is to show how 
to edit the contract associated to your 
PR/PO or update the Material Group / 

Commodity code on your PR line items to 
attach an available contract. 

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 “Your requests”.
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Click on the PR you need to edit.
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Click ‘Edit’ to start making modifications. Please 
note that doing so will retrigger the approval 
flow.

Edit the Contract on a PR
Contracts are auto-attached when the Supplier and 
Commodity Code in your PR match the combination on an 
available contract with the supplier. There may be more 
than one contract available, or an update may be made 
to a contract while your PR is processing, and you may 
need to edit your PR to change the contract selected.  



Now that your PR is back in composing status, 
you can make any required modifications to 
the order. 
To view and update the attached contract, 
open the item-level details by expanding the 
drop-down option on the left.
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You may leave comments describing why you 
are editing the PR, then click ‘Edit’ again.



If the combination of the commodity code and 
supplier selected has multiple contracts 
available, you can choose the correct one. Click 
the downward arrow in the ‘Contract’ field.
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Click “Browse all” to view all contracts 
available. Then choose the correct contract for 
your order.



Repeat this process for all applicable line items 
on the order, and when you have finished click 
‘Submit’ to re-submit the order for approval and 
processing. 
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Please note:
• If your PR has lines with different contracts, or 

contract versions, once fully approved the PR 
will be split into separate POs for each 
contract. It’s recommended to keep 1 contract 
per PR and create a separate PR as needed. 

• If your PR has only some lines with a contract 
and some without, when it is fully approved it 
will be split into 2 separate POs with one for 
the non-contracted lines and one for the 
contracted lines. It’s recommended to create 
a separate PR and PO for the non-contracted 
lines.



If you don’t see a contract automatically 
attached to your item and know one is 
available, you may need to edit the Material 
Group / Commodity Code used for the line 
items on your PR.

Your Regional Buyer or another approver may 
ask you to make these changes to attach a 
contract to the order. 
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Edit Material Group / Commodity Code to 
Attach a Contract to PR

Begin by searching for the PR you need to edit, 
and then click it to open.
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Click ‘Edit’ to start making modifications. Please 
note that doing so will retrigger the approval 
flow.
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You may leave comments describing why 
you are editing the PR, then click ‘Edit’ again.



Open your line item by clicking the downward 
arrow on the line. 
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Scroll down and click ‘Others’



Review to your previously selected ‘Material 
Group / Commodity Code’ and review the 
‘Contract’ field to confirm there is not 
currently a contract attached to this line item.
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If you don’t see a contract automatically 
attached to your item, you may need to edit the 
Material Group / Commodity Code used for this 
line.
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Your Material Group / Commodity Code is 
attached to your “Line Item Form Details”. To 
edit this selection, first click the ‘Line Item 
Form Details’ arrow to open its menu. 

Then click ‘Edit Line Item Form’



In the window that opens you will see the 
selections you made when you initially added the 
line item to your requisition. Click the small ‘x’ 
next to the ‘Commodity Code / Material Group’ 
selection to remove it. . 
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To update to a recently used Commodity Code 
/ Material Group you can click the downward 
arrow to select from the quick-pick list. To open 
the search feature click the box and arrow icon 
to the right. 



When you find the appropriate selection, click 
‘Select’ next to the description. 
Please note the selection in this example is used only for 
showing the process, and you should make the selection 
that applies to your individual purchase.
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Confirm that your newly selected Material 
Group / Commodity Code is displayed and click 
‘Save’.



Once you update the Commodity Code a 
contract will be attached if available. Click 
‘Others’ and scroll down to the ‘Contract’ field to 
review and verify that the correct contract was 
attached.
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After all lines and modifications have been 
made, click “Submit” to retrigger the approval 
process on this PR.
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Repeat this process for all lines of the order. 
Please note, that having multiple contracts or 
different contract versions attached to your 
PR will result in multiple POs. It’s 
recommended to process these as separate 
PRs. 
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If you are unsure of what contract should be 
used, if any are available, or which Material 
Group / Commodity Code to use for a 
contract, you can always contact 
Procurement or your Regional Buyer.
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If changes are made to the Contract 
attached to a PO (contract is 
changed, removed or contract 
added), a new version of the PR will 
be created, the original PO will be 
canceled and a new PO will be issued.

Always check with Procurement and 
the vendor before modifying a PO.

For orders which already have a PO issued 
and are in ‘Ordered’ status, you will need to 
create a change request to make the edits 
to your PR. Please see the following job aid 
for guidance on this process: Click Here

Edits to Contract on PRs in Ordered Status 
(PO Issued)

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/98/How_to_Edit_a_Requisition-Ordered_Status-Non-Warehouse.pdf
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