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The purpose of this job aid is to show how 
to edit a Purchase Requisition in “Denied” 

status. This only applies to Non-
Warehouse orders.  

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.

1

2

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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Locate your requisitions marked “Denied”. 
Click on the title to view details. A “Denied” 
status indicates the purchase was rejected. 
Review the approver's comments and 
provide any missing information before 
resubmitting.

Under Approval Flow, you can view the 
specific approver who rejected the 
purchase requisition.
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You have the option to describe why you are 
editing this requisition. Click “Withdraw”.
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Click “Withdraw”.



Click “View requisition”.
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Notice that the status is now in 
“Composing”. Click Edit.



Click Edit.
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Approvers will usually leave a comment in 
the comments section to explain why the PR 
was denied. Make necessary changes to 
your PR. Click “Submit” on the top right. 
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