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How to Add or Edit the Funding
Information of a Travel
Request or Expense Report



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
(Ssingle Sign On).
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Click on the Travel Management tile to open
Concur.

Travel Management My Travel Approvals

My Travel Approvals
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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 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.
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April 1, 20:
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Click on the tile of the request or expense
report you want to edit.

Manage Requests

Requests View ActiveRequests v

Test Travel Request A
05/04/2026 | 3XKF

$2,380.00

Not Submitted

6

Check the boxes on the left of the expenses
to highlight them and click the Allocate
button on the right side.

EXPECTED EXPENSES

Alert|T Comment|T Expensetypell
() Add Delete

Hotel /
Personal Car Mileage

Per Diem

Parking

Conference Fees
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Click the Add button to enter a new funding
line.

® Add
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No Allocations
These expenses are assigned to your default allocation shown
above. Click the Add button to allocate part or all of these ex-
penses differently.

To Edit an existing funding line, select the
checkbox of the desired line and click Edit
on the right side.

Allocations (1)

Logical System|T Company Code | (¥ Add | Edit | Remove Save as Favorite

ECC Production Client LAUSD f
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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.

Add Allocation

+ New Allocation W Favorite Allocations

(CC) Cost Center v X

Cost Object Value 4

Fund

= Cancel
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Click Save or Update once you have
selected the desired codes.

Cost Object Value

Functional Area

Click Save in the Allocations window.

Allocations (1) (¥) Add || Edit | Remove Save as Favorite
Logical System | Company Code|] Cost Object Type|T Cost Object Value|T Fund[T Percent %
E;C Production LAUSD Cost Center Pers Cmsn/Staff GF- | 100
Client Unrestri

L

= Cancel
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You can double check your funding
allocations by clicking the Request/Report

Details dropdown and selecting Allocation
Summary.

Request Details VI Print » At

Request

(PENSES
Edit Request Header
Request Timeline Comment)]
Audit Trail

IAllucation Summar‘yl |

CodelT

PR1510-1000-CC{L003501-010-0000-0000-0000-00000

ECC Production Client - LAUSD - Cost Center - Pers Cmsn/Staff - GF-Unrestricted - Not Applicable
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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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