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General Information

Where do | request a field trip?
You request field trips through the Field Trip system. Visit the following link to access the

Field Trip website: https://fieldtrip.lausd.net.

1. Sign in with your LAUSD Single Sign-On (SSO). Enter your
full LAUSD email address e.g. (msmith@lausd.net,

mary.smith@lausd.net)

@

€ lausd.admin01@Ilausd.net

Enter password

Forgot my password

Enter your full LAUSD email address and password to
Log in. e.g. (msmith@lausd.net,
mary.smith@lausd.net)

2. Enter your LAUSD Single Sign-
On (SSO) password.

®
Sign in

|E|“5\ phone, or Skype

Enter your full LAUSD email address and password to
Log in. e.g. (msmith@lausd.net,
mary.smith@lausd.net)

| Q Sign-in options |

3. Once you sign in using your SSO, you will see the dashboard for Field Trip.

** Contact the IT
HelpDesk for assistance with
technical issues (e.g,,

problems logging in or
accessing the District's
network) or to report a
technical problem with Field
Trip. We have different ways
to request technical support:

- Submit a Support Request
Online
« Chat Live with an Agent
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https://fieldtrip.lausd.net/
mailto:mary.smith@lausd.net
https://www.lausd.org/site/Default.aspx?PageID=286
https://www.lausd.org/site/Default.aspx?PageID=286
http://lausd-myit.onbmc.com/
http://lausd-myit.onbmc.com/
https://www.lausd.org/site/Default.aspx?PageID=1094

55
A

w® UNIFIED

Guide for Field Trip
Dashboard

System Requirements and Compatibility

Field Trip is best viewed using the following operating systems, browsers, and screen

resolutions:

Compatible Operating Systems:
- Windows 7, 8, 8.1, and 10

- Mac OSX 10 and later

- Android 5.0 and later

- i0S 10 and later

Minimum Browser Version Requirements:
- Chrome 60 or later

- Edge 11 or later

- Firefox 55 or later

- Safari 10 or later

Minimum Screen Resolution:

- 765 pixels by 1000 pixels or higher

Information Technology Services Page 3 of 9

Enterprise Applications Development

rev.7/30/25



LAUSD

UNIFIED

Guide for Field Trip
Dashboard

I Field Trip System

** & Important Update:""
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Trip Navigation Menu

Home — Redirects users to the home page.

Create Field Trip — Allows users to create a new field trip request.
Reports- Allows users to generate necessary reports.

History - Allows users to access older trip request details.

User Dashboard
Reference number — Displays the trip reference number

Trip Type — Displays the trip type (Athletic/Fieldtrip/BTB Outdoor Ed etc.)
School — Display the School name

Destination — Destination school or address

Depart — Displays the departure date

Return — Displays the return date (if applicable)

Bus Information - Display transport information

Status — Displays the trip request status (Draft/Submitted/Pending
Approval/Approved/Denied/Cancelled)

Status Legend — Toggle the trip’s status legend
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Active Trip Requests

This section shows trip requests that are currently active or scheduled for the future. The
requests will be displayed in ascending order by Departure Date. At the top, there will be

Trip Type,
To" and help narrow down the trips.

filters for "School Year, Status,” "Departure Date From,” and "Departure Date

Active Trip Requests

School Yoar v Tiip Trpe M Stalus ~ | Departuro Date Fror Degarlure Date To Swarch by Kayword Q
Reference Number Trip Type School Destination Depart A Retum Bus info Status. Action
253050 Dismct Organged GARFIELD SH BELMONT SH Unviersity af Galflamia-Los Angeles, UCLA 262025 Yzarz025 ﬁ Moamcaten Submines @
2032 Fisa Tip BELMONT SH LIGHT STREET SPED 50U azT2es a0z Q MoaMcatan Submtea
252036 BTE Ouldaar Ed BELMONT SH LIGHT STREET SPED S0L 27205 22712025 Q Pending Approval
252885 Districl Qrganized GARFIELD SH BELMONT SH HAMILTON SH 32712025 2025 Q Pending Agoroval @
25207 District Organized GARFIELD SH.BELMONT 8H FAIREURN AVE EL 342712025 27025 g Denigd @
252804 District Organzed GARFIELD SH.BELMONT SH test 32212025 ¥ar02s g Dened @ E‘
25.3004 District Grganczed GARFIELD SH BELMONT SH GARFIELD SH 372025 272028 ; Pending Approval @ g
252901 District Organczed GARFIELD SH BELMONT SH test 3222025 2TR02s ﬁ Submitted @
Page Length: [0 v - =
Alternatively, search for trip reference number in the Seach by Keyword textbox.
Departure Date From Departure Date To Search by Keyword Q
All the fields can be sorted by clicking them, except Bus Information.
Reference Number Trip Type School Destination Depat 4 Return Bus Info Status Action
Information Technology Services Page 5 of 9 rev.7/30/25
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Clicking on the Reference Number will allow the user to view the approval status of the trip

request.

Reference Number v Trip Type School Destination Depart Return Bus Information Status Action
Field Trip BELMONT SH TORRES HS CAMPUS 11/29/2024 11/29/2024 a Pending Approval @ @
Summary | Requestor || Principal | Nurse | Outdoor&EnvEd | Athletics | Env Health & Safety Risk Management Student Integration | Title1 | Region |  Dept. Suptinstruction Trans-Acctg | TransDispatch | Modification
v v v NA NA - - NA NA - NA - - NA

Approval is required

and

Approval is required
and pending

Approval is not

required for this field

Active Trip Requests _School Year- v _Trip Type- - _Date From- _Date To- Search by Keyword
Reference Number v Trip Type School Destination Depart Return Bus Information Status Action
25-940 Field Trip BELMONT SH GRANT EL 12/13/2024 12/13/2024 a Pending Approval @ @
25937 Field Trip BELMONT SH BELMONT SH 12/02/2024 12/02/2024 a Pending Approval @ @
25.905 Field Trip BELMONT SH TORRES HS CAMPUS 11/20/2024 11/20/2024 a Denied @
Summary | Requestor | Principal | Nurse | Outdoor&EnvEd | Athletics | Env Health & Safety Risk Management Student Integration | Title1 | Region | Dept. Supt.Instruction Trans-Acctg | | Trans Dispatch | Modification
v v v NA NA N/A N/A NA NA NIA NIA ? x NA
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Click on the Show Legend to see the status legend.

Information Technology Services

Enterprise Applications Development

Status Legend

e + -Approved trip.
— - Awaiting approval.
x - Request rejected.

- Trip Summary.

b N’

7 - Request Need More Info.
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Reports

Users can access the Reports screen by clicking the Reports tab in the left-hand menu.

Field Trip Menu Reports
| Home
oﬁ Export Excel
& Create Field Tiip
@ Sehani ¥ear Ragion Schoct Nams
ekt ne- - Selst ane- -
D History
o 1 Ty
] - - - v
0
Q T -] G
s
Sohool twence Schoot  Cant o Osstioston Depature Dsparte Retom  Ratom  Iostuctowsl Lunches Outol  Gremgt Specl  Sdenl Cha
P Nems  Center Fepen Type  Deteston  Address  Dwe  Tme  Dwe Twe  Daps Wesced  Counry Sy Actwies Count

225 M2 BELMONT eS0T E Pt st SEBE  0GUVS 100000 GSOVRNS 110030 O [ W n [ El
% s

20 o0 € ™ LAusD BUS ass0n o
2 van B, futo
Tese e o i Pare s e
S IS DELMONT 1SNt € Ablelc  DELMONT  ISTSWND RO 100040 - [ N N [ N o 2 2 Lwusoous, 1 M 0 Ko 2iwe Cxpenses N
sn E 108 0 e
ANGELES, Parenl

The system will show input fields for report parameters and display the output report on the
screen. Users can download the report in Excel === format. If any report fields are
blank, the system will display "N/A" to indicate that the information does not apply, such as
when an approver certification is not relevant to a field trip request. When users click the
View Report button, the system creates a report based on their selected
parameters. There is also a Reset button that lets users return to the default
search settings.

Reports
o‘i Export Excel
g ~Select One- v
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History

The Trip History page will be a dedicated section accessible through the left navigation
menu. It will display trip requests with departure and return dates that are in the past, as
well as trips that have been canceled. The trips will be listed in descending order by
Departure Date. At the top of the page, there will be filters for "School Year,"” “Trip Type,”
"Date From,"” "Date To," "School,” and "Status™ to help users refine their search for trips.
Alternatively, search for trip reference number in the Seach by Keyword textbox.

Enterprise Applications Development

Field Trip Menu History
[ Reports LT a
(E>) e e oot e [ » fan s o
[F3L1a BELMONT SH DORSEY Si HOLLYWD 5H BELMONT 3H 0342502025 03252025 g Suomeed
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253021 Field Tr BELMONT SH BELMONT 8 0242025 01242025 g Denied
fEikig Fieid Trip BELMONT SH Universiy of Calfomis-Lus Angsies, UCLA 022025 01242025 g Pending Approval
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