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The purpose of this job aid is to show how 
approvers can approve a Travel Request or 

Expense Report 

To access Concur Travel, 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/


Locate the Travel Request or Expense 
Report you want to Approve/Reject. 
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To see the attached documents, go to step 
5. Otherwise, click Approve or Reject. 



Take note of the Request/Report Number 
then go back to the ESS home page. 
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Click on Travel Management. 
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To find Travel Requests, click the Arrow 
icon on the left side of the screen & select 
Process Requests. To find Travel Expense 
Reports select the Credit Card icon & 
select Process Reports.

Change the filter to Request ID (for Travel 
Requests) or Report Number (for Expense 
Reports). 
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Enter the Request ID or Report Number (all 
caps) in the search field then click Go.  

Click on the attachment icon.
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A new window will open to display the 
documents attached to the travel request 
or expense report. 
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