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General Information 

For information on how to login, please refer to the “How to Login, Dashboard, and Trip 
History” User Guide. 

 

Identifying a Field Trip Request for Certification or Approval 

 

Field trips listed as “Submitted” or “Modification Submitted” in the Status column need to 
be approved or certified. 
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Certifying a Field Trip Request 

1. To start certifying a field trip, after signing in as an approver, locate and click 
the reference number.  

 

Alternatively, search for trip reference number in the Seach by Keyword 
textbox. 
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2. Click on the Approve / Reject button to view the trip summary. 
All applicable approvers’ subtabs will be expanded to see their relevant 
declarations.  
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Principal Approval 
 

By checking the boxes below, the Principal certifies that all statements are true. 
Optionally, additional notes about the field trip can be entered in the 
Comments section. 
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3. Click on either “Approve” or “Reject” or request more information on that trip 
by clicking on the “Need more information” button. 

 
 

4. A confirmation pop-up message will appear. Click the "OK" button to close the 
window. 

 

5. Once all approvers have approved the field trip request, the status will display 
as "Approved" on the dashboard. 
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Granting Access via the Principal Portal 

Grant access via https://principalportal.lausd.net 
 
It is important to ensure that each employee is assigned only one role, either as a 
FieldTrip Nurse or as a FieldTrip Designee. 
 
Assigning a new role 
 

To assign a new role to an employee, follow these steps: 

1. Once logged in, click on the Tools menu. 

 
 

2. Click on the User Manager link.  

 
  

https://principalportal.lausd.net/
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3. Click the Add Users link. 

 
 
 
A. Granting School Nurse Access  

 
• Principals must provide the school nurse with 

Field Trip access through the Principal Portal. 
• Please ensure that the "Nurse" option is 

selected for the Role. 
• If the school nurse is unavailable, regional 

nurses can view and approve field trip 
requests. 
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B. Granting Field Trip Designee 
 
• The Principal has the option to grant Field 

Trip Designee access to specific individuals 
at the school, such as the SAA.  

• Those designated as Field Trip Designees will 
have the same viewing and approval 
authority as the Principal. 

 

Changing user status 
 

To change an employee's designation, please follow these steps: 

1. Locate an employee using the filters.  
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2. Click the Edit icon under Options. 
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3. Select the User Status (Active, InActive, or Suspend). Click the Save icon to 

save or Cancel icon to cancel.  
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General Approval Flow 

 

 

 

 
*Exceptions (e.g., athletic playoffs)  

**Offices that are required to review depend on the characteristics of the field trip request. 
Offices that may be required to review the field trip include: Office of Outdoor & 
Environmental Education (OOEE), Interscholastic Athletics, Environmental Health & Safety 
(OEHS), Division of Risk Management & Insurance Services, Student Integration, Title 1, 
Region, and/or Transportation Services Division. 
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