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The purpose of this job aid is to show how to 
close a Purchase Order in “Ordered” or 

“Receiving” status. This only applies to Non-
Warehouse orders.  

Purchase Orders (POs) may be closed when 
there are open items on the order which will not 

be delivered/received. Closing the Purchase 
Order edits the order quantities to reflect only 

the items which have been received and 
releases the encumbrance of any open items.

Once the order is closed, no activity against the 
order can be processed (goods receipts, 

invoices, etc.)

If your order has no Goods Receipts placed 
against it, no items have been delivered and 

you no longer need them – you should contact 
the Supplier and confirm you can cancel the 
order. See additional training resources for 

cancelling orders.

Please note: if the Supplier has created a 
Shipping Notification for a quantity greater than 
the amount you have received, you will need to 
contact the Supplier and have them reduce the 

Shipping Notification to match the quantity 
received before you can close the PO.



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” to view all requisitions. 
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To review your open Purchase Orders, click the 
‘Purchase Orders’ tab in ‘Your Requests’.

All of your Purchase Orders are displayed 
below the search fields. 
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You may also sort the list by Status, by selecting 
‘Status’ from the ‘Sort by’ list.
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You may filter the POs by updating the date 
range, or selecting the status of the PO. 
Reminder that the PO Close process only applies to 
orders in ‘Ordered’ or ‘Receiving’ statuses.



Orders in ‘Receiving’ status have been partially 
received. If the supplier will not be providing the 
remaining quantity on the order, the balance 
should be closed to release funds. Click on the 
title to open the PO. 
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In this example, we ordered 200 Stationery sets, 
and have only received 150. The supplier has 
indicated they will not be shipping the 
remaining 50, so we need to close the order.  



To close the PO, we must open it in SAP Ariba 
Procurement also known as ‘P2P Core’. Click 
‘View in SAP Ariba Procurement’ to open the PO 
there.   
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The PO will automatically be opened for you 
in P2P Core. 



Remain on the ‘Summary’ tab, and scroll down 
to the Line Items.
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The PO in this example has only 1 line item. If you 
would like to review and confirm the quantity 
previously received, click ‘Detail’ next to the line 
item.



The details for this line show that 200 were 
initially ordered, and 150 have been received. 
We will be closing the line since we won’t be 
receiving the remaining 50 items. Click ‘OK’ to 
return to the PO.
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Click the checkbox in grey to select all of the 
lines at once. Only the lines with open quantities 
will be affected. 
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Once you’ve selected the lines, click the ‘Actions’ 
box to open the available actions.



From the ‘Actions’ dropdown, click ‘Close’
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A ‘Close Line’ popup box will open. 



Open the ‘Close For’ menu by clicking the 
downward arrow, and then select ‘Adjust and 
Receiving’.
If your order has one or more lines with no Goods 

Receipts, please move forward to Step 24.
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Add a comment describing the reason for 
closure in the comment box and then click ‘OK’ 
Please note this comment will be visible to the 
Supplier



The status of the Purchase Order has now been 
updated to ‘Received’ indicating that there are 
no longer any open items on the order. 
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You may review the changes from the ‘History’ 
tab. View the comment you added to the close 
order by clicking the blue ‘comments’. The 
system has now reduced the Qty on the PO to 
match the Qty you received. A new version of 
your PR has been created and tied to the PO 
reflecting the change. The additional 
encumbered funds have been released for the 
line items which were closed. 



If your Purchase Order has one or more line 
items which have not yet been received (no GRs 
against the line), you will close for receiving. To 
do so highlight all lines of the PO after opening it 
in SAP Ariba Procurement (Step 11). 
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Click the checkbox in grey to select all of the lines at 
once. 

Once you’ve selected the lines, click the ‘Actions’ 
box to open the available actions.
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From the ‘Actions’ dropdown, click ‘Close’

A ‘Close Line’ popup box will open. 
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Open the ‘Close For’ menu by clicking the 
downward arrow, and then select ‘Receiving’.

Add a comment describing the reason for 
closure in the comment box and then click ‘OK’ 
Please note this comment will be visible to the 
Supplier



30

The open quantities on the PO have now been 
closed for receiving, and the funding 
encumbrances have been released. 

You may review the changes from the order’s 
‘History’ tab.
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