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The purpose of this job aid is to show how 
to edit the funding information of 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 Management tile to open 
Concur.
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https://ess.lausd.net/


You will be directed to the Concur Travel 
home page. Display may look different 
depending on your view settings. 
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To find your Travel Requests select the 
Arrow icon on the left side of the screen & 
select Manage Requests. To find your 
Travel Expense Reports select the Credit 
Card icon & select Manage Expenses.



Click on the tile of the request or expense 
report you want to edit. 
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Check the boxes on the left of the expenses 
to highlight them and click the Allocate 
button on the right side. 
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Click the Add button to enter a new funding 
line. 

To Edit an existing funding line, select the 
checkbox of the desired line and click Edit 
on the right side.
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Scroll down to the last three fields; Cost 
Object Value (Funding Location Code), 
Fund, & Functional Area. Enter the full 
location code the funds are coming from in 
the Cost Object Value field. Enter the Fund 
& Functional Area codes in their respective 
fields & include the hyphens. 
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Click Save or Update once you have 
selected the desired codes. 

Click Save in the Allocations window.
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You can double check your funding 
allocations by clicking the Request/Report 
Details dropdown and selecting Allocation 
Summary. 
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If an incorrect funding code is provided, or 
if the provided funding line contains 
insufficient funds, the budget check will 
fail, and your request will be rejected.

To avoid budget check failure and 
rejection, ensure the funding code is 
correct and the funding line has sufficient 
funds.
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