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The purpose of this job aid is to show how 
to process Stock Transfer Order (STO) 

using General Stores & IT Depot Catalog in 
Guided Buying. As a prerequisite, please 
the “Ariba Overview for Requestors” and 
“Guided Buying Training: Ariba Access, 
General Navigation, and Preferences”.

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.

You can choose the General Stores 
Warehouse or IT Tech Depot to create 
stock transfer orders. ITS Tech Depot is only 
available to specific IT department users. 
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Do not combine General Stores items with 
ITS Tech Depot on the same requisition. In 
this example, we will select the General 
Stores Warehouse.
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When searching for an item, keep the 
word Warehouse in front of your search. 
You can search for materials by entering 
the 10-digit material number or using 
complete or partial words from the 
materials description.



The item will be added to your shopping 
cart. Click X to add more items to your 
cart. 
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Hover over to the item you want to add, 
enter the quantity, then click Add to cart. 



Hover or click on the item.
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You will be directed to the product page 
when you click on the item. 



Enter the quantity then click Add to Cart. 
You have the option to add this item to 
your favorites by clicking on the star. 
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Click Check out when you added all your 
items to your cart. . 



Update the title of the Purchase Requisition. 
Make sure it is unique and descriptive.  
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Click Manage Locations to update your 
shipping information.



Update your ShipTo(Plant) if needed. Click 
the down arrow and click Browse all.
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Enter your 4-digit location code and click 
search.



Click Choose.
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Choose your Need-by-Date. Regular 
delivery dates should be 3 BUSINESS days 
out excluding holidays and weekends. 



Regular: 3 business days excluding 
weekends and holidays
Will call: Available same day if order is 
received by noon. Next day if received after 
noon
Overnight: Next day if order is received by 
noon, two days if received after noon
Same Day: Same day if order is received by 
9 am. Next day if received after 9 am.
Future Delivery: Choose future delivery 
date after 3 days out.
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Click Done.
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Click Choose.
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To change the Delivery Priority, scroll down 
to Delivery Priority and select the 
appropriate option. Make sure that the 
delivery date matches the selection for 
Delivery Priority as listed in the previous 
page. 
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Scroll to the top. Click “Manage details” to 
update the funding information.

Enter the GL Account. Click on the down 
arrow  Browse all to search for the GL 
Account. 
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Ensure that Accounting Cost Center is 
correct. To update it, click the arrow 
symbol and click “Browse all”. 

Choose the correct Functional Area. You 
cannot use the split accounting 
functionality for STO orders. 
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Click Done
.

To edit each line item, select the right 
arrow to expand the line item 
information. It is recommended to edit 
the shipping and funding location at the 
header level (as we did in the previous 
steps) to update all line items to ensure 
consistency. 



Scroll all the way down to the Attachments 
and Comments section. Make sure to enter 
a comment and/or upload attachments in 
the header level and share it with a supplier 
by checking the box.
Attachments will not transfer over to ECC.  
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Scroll down to the approval workflow. For 
more information about the approving 
individual, click on the icon above the 
person’s name.
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You can add a “watcher” or another 
“approver” to the workflow. Choose where 
you would like to add the individual. Click 
the + sign.
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Choose if you would like to add an 
“Approver” or “Watcher”. Approver must 
take action by approving or rejecting the 
Purchase Requisition. Watcher does not 
need to take action. 
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You have the option to add a reason as to 
why you are adding the Approver or 
Watcher. 
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You can search for a user by their first 
name, last name, or birthdate. Enter the 
information and hit “Enter” or click 
“Search”. 
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Click the radiator button of the user, then 
click “Add”.
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Notice that the icon is different from 
the other approvers. The icon indicates 
that the person is a watcher and is not 
an approver. Notice the red X next to 
the user, this indicates that we can 
delete this user if needed.
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Click “Submit”. After you submit the 
Purchase Requisition for approval, 
notifications will be sent to each approver 
as it is their turn to approve. 
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To check the status of the Purchase 
Requisition, click Your requests  
Requisitions 
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Stock transfer orders will not proceed to 
ordered status. Once fully approved, status 
will update to ordering status and the you 
can no longer make any changes to the PR.

Please contact the appropriate warehouse 
customer service for any necessary 
modifications or cancellations if the PR is in 
ordering status. 
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