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The purpose of this job aid is to show how 
to check why a travel request or expense 

report was rejected.

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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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 review. 
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Click on Request Details/Report Details 
 Edit Request Header or Edit Report 
Header.
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Scroll down to the bottom of the header to 
see rejection notes made by approvers or 
the system. 
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If you don’t see the rejection comments, go 
back to your ESS homepage and click on 
My Travel Approvals.
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Find your rejected Travel Request or Travel 
Expense and click on it.
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To the right, you will see the comments 
field. If an approver provided a rejection 
comment, it would display in this section.


	SAP Concur 
	The purpose of this job aid is to show how to check why a travel request or expense report was rejected.
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6

