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

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). 

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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The requisition status is “Ordered”. Click on 
the requisition title to open it. “Ordered” 
status means that the requisition has been 
fully approved and the Purchase Order was 
sent to the vendor.

To cancel this order, click “Cancel request”
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Check “Share comments with suppliers”. The 
comment will be included in the cancelation 
request sent to the vendor. 
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You must enter a comment describing why 
are canceling the Purchase Order. 



Click “Cancel requisition”.
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To check the status of the canceled 
purchase order, click “Your requests”.



Notice that the status shows “Approved”. 
Click the requisition title to open the request.  
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Notice that the status of the order states 
“Canceled”. No further action is required. 
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