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Beginning July 1, 2013, SAP Travel Management will be rolled out in the following manner:
Central Office staff will go-live with SAP Travel Management functionality.
Schools will not be using SAP Travel Management functionality. They will use the following process:

Procurement Staff will enter

Continue current request/approval When Form 10.12.1 has been . ;
. Y ” . . . estimated travel expenses into SAP.

process using the “new” Form completed, including all required The traveler will receive a

10.12.1, Request for Conference, ——> signatures, scan and email to E— L o
. . confirming email, with an
Convention or Meeting Procurement Staff at *
Attendance procurement.traveldesk@Ilausd.net Alptpiontee) Tieiel ey ess
‘ ‘ ‘ Notification form attached.

Submit travel claim to Accounts Payable within 30 days of return from travel.

Submit the completed/approved Accounts Payable will update the
Travel Expense Claim form, with all travel expenses in SAP. An email, I il
required documentation, to with an **Approved Actual Travel Aplpreed nee epeises vl o
! E— pe . — paid on the employee’s next
Accounts Payable, Beaudry Bldg., Expense Notification form recular pavcheck
27t Floor or scan and email to: attached, will be sent to the 8 pay ’
accounts-payable@lausd.net. traveler.

*This form will include trip details and a message stating, “Your Estimated Travel Expenses for Trip #0000000000 have been approved. Please
book your travel. Please contact Procurement Customer Service at 562-654-9009 with any questions.”

**This form will include expense details and a message stating, “Your Actual Travel Expenses for Trip # 0000000000 have been approved. You
will be reimbursed 5000.00 with your next payroll. Please contact Accounts Payable Customer Service at 213-241-4800 or via email at

accounts-payable@Ilausd.net with any questions.”

Learn more at http://Irpweb.lausd.net I
Contact Us: Iro@lausd.net AL
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