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How to Approve Travel
Requests or Expense Reports
(for Approverss)



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
(Ssingle Sign On).
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Click on the Travel Approvals tile.

Employee My Home Procurement Travel Approval Status | Travel Approvals |

Travel Approvals

Travel Approvals

Travel Approvals
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https://ess.lausd.net/
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Locate the Travel Request or Expense
Report you want to Approve/Reject.

Tasks (8) = Approve/Reject

) Approve or Reject Travel Request:3VVR for
Approve or Reject Travel

Request:3VVR for SAP Transaction Workflow

SAP Transaction Wo... Mediu

Created on Apr 1, 2026, 11:12 AM

Approve or Reject Travel

Expense:XD63QA for = o~ —~
0 0 1
SAP Transaction Wo Medium o | E | | | (&)
N N N
Approve or Reject Travel Travel Details
Expense:GGC14P for
SAP Transaction Wo Medium This is to inform you that the following Travel Request has been submitted for your review and approval.

[Trip Number ‘3VVR
Employee Name

Employee Number ‘

Approve or Reject Travel Personnel Number

Request:3XGM for Position SECONDARY TEACHER
SAP Transaction Wo... Medium Cost Center
[Trip Name Spanish Native speakers conference
[Trip Purpose Learn Strategies for Native Spanish Speakers
. [Trip Start Date 03/14/2026
Approve or Reject Travel [Trip End Date 05/09/2026
Request:3XGQ for [Trip Activity Type Conference- Cerlif\c-ated
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To see the attached documents, go to step
5. Otherwise, click Approve or Reject.

Expense Type ||Expen5e Date”Expense Amount” Payment Type
Conference Fees|[02/10/2026  |[$250.00 [LausD District Paid

CO Type||Cost Object|| Fund | Functional Area
CC ||010-6332|/1110-1000-7512T

||Conference Fee Comments”Registration fees for conference"

If you have any questions or need assistance, please contact the Travel Desk at procurement.traveldesk@lausd.net or (562) 654-9058.

To review attachments, receipts and supporting documentation for this TRAVEL REQUEST, please click on this link to log into Concur.
Remember to copy the Trip Number under the Trip Details as this will be needed to look up the request or expense report in Concur. If you
need assistance with viewing attachments, please follow this guide: Approvers - How to View Attachments .

|ﬁ.pprove Reject | Forward
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Take note of the Request/Report Number
then go back to the ESS home page.

14 0 Approval Inbox ¥

Tasks (8) z
Search o}
Approve or Reject Travel Request|3VVR

Approve or Reject Travel
Request or SAP Transaction Workflow

SAP Transaction Wo... Medium

CD 1

Created on Apr 1, 2026, 11:12 AM

Approve or Reject Travel

Expense:XD69QA for e e
SAP Transaction Wo... Medium o | @ Ih | & Ih | 6‘9 |
= I\
Approve or Reject Travel Travel Details
Expense:GGC14P for
SAP Transaction Wo... Medium This is to inform you that the following Travel Request has been

[Trip Number 3VVR

Employee Name
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Click on Travel Management.

My Vacation Travel Management My Travel Approvals f
Balance "

i | o

FELrs T b L
gwel Approvals

Display my vacation .
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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.

Expense

Requests

&> Manage Expenses

Manage Requests

8 > |F"r=:n::955 Requests | rﬂ - Process Reports

— h
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Change the filter to Request ID (for Travel
Requests) or Report Number (for Expense
Reports).

Requests Ready for Processing

Group: All Groups | Can Access

Find every request where

W AND

MName

oW
1 v (=)
Request ID I

Request ID Employee Name | Employee ID
| |

_ | Employee ID
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Enter the Request ID or Report Number (all
caps) in the search field then click Go.

Requests Ready for Processing

Group: All Groups | Can Access

Find every reguest where

Request ID X ¥  Begins With W A3HNM AND
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Click on the attachmenticon.

Request ID X ™  Begins With W 3NHM AND
oW »
| | | Request ID Request Start Date End Date
3NHM Readiness & Writing/Learning Witho... 07/16/2025 07/16/2025
A& 1f you wish to cancel this request post submission for approval, please do not delete the segment/expense |




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

® about:blank

Please 0 nPstartlAL=4% 2Fproduct 2 readiness-writing-for-prek-inperson-800-am-
St FOTPOO0O006S w1 OWAG) for school or district pricing

@ s .
LEARNING R T L i

Wﬂlleuf 'eurs our-sales-team)

[Frttpe:ihwtears com) Home(f) Frogams ~  Soktions v Gadelesl v Al Workshops

SKUS: ZTXOT
Grade Level: Frei
Stant Date Jul 16,2025

Readiness & Wri
Person| 8:00 AM CT, Houston,TX

Your Price $279.00

Product Description

Participants: Fre-K Educators and Occupational Therapists
Lengih: 3 Comtact Hours (see agenda belaw for specife times)
Durng this in-person leaming expesience, you wil dscover how ba use music, hands-on manipulatives, and technalogy to help children deveiop the emergent
writing skills needed far kindergarten readiness. Leam strategies for teaching grip, alphabet knawdedge, and coloring skill in preparation for children 1o write:
betbers, numbers, and thesr names.
Agenda: hitps: gerd v i cha)
Free Materials Valued at over $200:
+ Pre-K interactive Teacking Tool - Readiness & Writing
My First Book Set (My First Baok & My First Lowescase Bock)
+ Wood Preces Set
Mat for Wood Peces
+ Rell-A-Dough Letters (non texic)
Starmpand See Screen
+ Siate Chalkboard
+ Letters to Words Slackboard Set
+ CamasBag

Learning Outcomes:
+ Identify adevelopmental sequence for teaching readiness & writing skills that canb taplanand different 1o meet the needs of all
students.
+ Discover mubisensory strategies and ou step-by-sten approach to effectively teach grip.fine motor and cakaring skis sing music and taols for ket hands.

+ Select purpaseful hands-n, mutisensory manipulatives, music and digital leaming ta teach pasition concepts, alphabet knowledoe, letter formatian, and rame
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