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The purpose of this job aid is to show 
Approvers how to assign a substitute 

approver in ESS.

Log in to your ESS (https://ess.lausd.net/) 
using your SSO (Single Sign On). 

Click on the Travel Approvals tile.
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https://ess.lausd.net/


Click on the user icon in the top right corner 
 Select Manage My Substitutes.
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Select Unplanned to assign a substitute 
indefinitely  click Add New Substitute on 
the bottom right corner.

Skip to Step 11 if you need to set a temporary substitute. 



Search for the substitute by Name.
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Select the desired substitute  Select 
Travel Workflow  Click Save.



The newly added substitute will be 
displayed.
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The final step is for the substitute to accept 
the substitution. The substitute should log 
into ESS  Click on the Travel Approvals tile.



Click on the user icon in the top right corner 
 Select Substitute For.
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The substitute will need to toggle the 
button next to the approver’s name and 
click Done.



If you need to set a temporary substitute, 
Select Planned  Click Add New 
Substitute on the bottom right corner.
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Search for the substitute by Name.



Select the desired substitute  Select 
Travel Workflow.
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Select the desired start and end dates for 
the substitution  Click Save.



The Substitute should then follow steps 8-
10 to accept the substitution. 
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