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The purpose of this job aid is to show 
Approvers how to add an additional 
Approver to the approval flow 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/


Find the desired travel request or expense 
report  Click Approval Preview.

3

4

Click the user icon above where your name 
is located.



To search for the approver, select either 
User ID, First Name, Last Name, or 
Personnel Number to filter your search. 
Type your search query into the search field 
 Press Enter on your keyboard. Select the 
desired approver Click Add Approver.
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Click Save. A confirmation window will 
appear. 



If you need to remove an approver that was 
mistakenly added, click the user icon above 
where the approvers name is located.
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Click Delete Approver & click on the 
approver you want to remove (removable 
approvers will be highlighted blue).



Click Save. Confirmation window will 
appear. 
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Use the return arrow to go back to the 
request details and approve the request 
when ready.
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