
 
 
 
 

Document Approval and Rejection 
 
Access the eLibrary using this URL: https://my.lausd.net 
Login with our SSO full email address. 
 
All documents must be approved through each step of the workflow.  
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Workflow items can be accessed 2 ways. 
 
1. On your “Home” tab, locate the “In Workflow” portlet. Click on the document you wish to review. 
 

 
 
 
 
 
 
 
 
 
 
 



2. In the “Documents” tab, click on “Browse” from the left search menu and select “Content in Workflow” and click on the document link to enter 
preview mode. 

          
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on “More”.  Approve or Reject document. 
 

 
 
 
 
NOTE: All rejected documents go back to the Contributor, regardless if it was rejected by the Final Approver or Owner.   


