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The purpose of this job aid is to show how 
to edit Requisition in “Composing” status. 

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 in “Composing”. 
Click on the requisition title to open it. 
“Composing” status means that the 
requisition is in draft mode. 

Click “Edit” to edit the requisition. 
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You have the option to add a comment to 
describe why you are editing this requisition. 
Then, click “Edit”.
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To increase or decrease the quantity of the 
requisition, edit the number in the quantity 
field or click on the  - or + sign. 

You can also edit the price, description, 
accounting information, etc. 
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The error message indicates that there are 
required fields that needs to be updated 
before we can submit the edited requisition. 



Scroll down to update the field in red.

10

Update the need-by-date by choosing the 
new date. 
Warehouse Orders: 3 days out
Non-Warehouse orders: 14 days out 
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Click “Submit” when finished. 
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