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The purpose of this job aid is to show users 
how to assign a delegate to submit on their 

behalf in Concur.

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.
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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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Click on your initials on the top right 
corner and select Settings. 



Click on Expense Delegates.
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In the Delegates tab, click Add  Search by 
Name, Employee ID, or Email  Click on the 
desired delegate Click Add again. 



Use the check boxes to assign the 
appropriate permissions to the delegate.
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Click Save.
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