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The purpose of this job aid is to show how
to link an approved travel request to the
expense report.

To access Concur Travel, log in to your ESS
(https://ess.lausd.net/) using your SSO
(Single Sign On).
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Click on the Travel Management tile.

Travel Management My Travel Approvals

My Travel Approvals

&



https://ess.lausd.net/
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You will be directed to the Concur Travel
home page. Display may look different
depending on your view settings.
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Hello, Jonathan

READ HERE BEFORE CREATING A TRAVEL REQUEST.
Click "Read more" to expand. Please read below before creating a travel request or expense report
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To find your Travel Expense Reports select
the Credit Card icon & select Manage
Expenses.

rncuv, J
April 1, 202

Expense

Manage Expenses
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Click on the tile of the expense report you
want to edit.

Home / Expense / Manage Expenses

Manage Expenses

Report Library View: Active Reports v 0

TESTING
07/17/2025

$235.00

Not Submitted
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Click Report Details > Manage Requests.

Not Submitted Report number:

[Report Details VI Print/Share Manage Receipts v

Report

Report Header

Report Totals irts LT Date |5
Report Timeling [x] 04/02/2026
Audit Trail

Allocation Summary

Linked Add-ons

[Manage Requ ests]
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Click Add Request.

Manage Linked Requests

vy

No Linked Requests

Add one from your approved requests

(® Add Request

Close

Select the request then click Add To Report.

¢ Add Request

\vailable Requests (1)

|Z| Request Name)] RequestIiD]] Start Datel= EndDate]l Cancelled]] RequestTol

— T3 Community
|i| Conference 2025- 02/12/2026 02/16/2026 Mo $0.00
2026
Y] [=
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Click Update.

© Update Other ltems?

Linking a request will modify the following fields:

Purpose

Travel Destination

Start Date

End Date

Trip Activity Type

Commitment Document Number

Do you want to also update your expenses, itemizations, and
allocations in this report with the same changes?

‘ i]o Not Update
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Click Close.

Manage Linked Requests

Linked Requests (1)

Request Name|T Request ID)T Cancelled)T Request TotallT Approved|T

Access DC/CGCS No $900.00 $900.00

Remaining)T

$70.30
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Click Report Details > Report Header.

Report Details ~ | Print/Share v  Manage Receipts w

Report

I Report Header

Report Totals itlT Receipt]lT Payment TypelT Ex
Report Timeline

*LAUSD District Paid-P-Card, PO, Imprest Co
Audit Trail
Allocation Summary *LAUSD District Paid-P-Card, PO, Imprest Ho

Linked Add-ons

Manage Reguests
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Go to the section “Select ‘Yes'’ if a Request
was not submitted/approved in Concur”.
Change this answer to No. Click Save.

- "y g woag *
Select "Yes" if a Request was not ©
submitted/approved in Concur.

Mo o X
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Resubmit the report when ready by clicking

[ ]
Submit Report.
-
(¥) Add Expense v A
Payment Type |T Requested |T Actions
Self-Paid $909.76
$909.76

LAUSD

UNIFIED



	SAP Concur 
	The purpose of this job aid is to show how to link an approved travel request to the expense report. 
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8

