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The purpose of this job aid is to show 
how to reopen and edit a fully RECEIVED 

purchase order. 

To access Ariba Guided Buying, log in to 
your ESS (https://ess.lausd.net/) using your 
SSO (Single Sign On). 

1. 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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Click “Purchase orders”.
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Scroll down or search for the order 
number. Note the Purchase Order Number 
(8000#).
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Click “To Receive”. 

Enter the Purchase Oder number. Click 
“Search” or “Enter”.
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Click “Edit”.

Click “Reopen Order”. Click “Reopen Order” 
again. Click it TWICE. 



To reverse the receipt, enter a negative 
quantity. 
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Click “Update Totals”.



Notice that the negative number is in the 
Accepted field and the total received 
number has been updated. 
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Click “Next”.



Click “Next”.
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Click “Submit”.
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Click on the LAUSD logo to return to the 
homepage. 

To review the Purchase Order, click “Your 
requests”.
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Click “Requisitions”. 

Notice that the status now shows 
“Receiving”.
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Explanation of Each Status
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