
How to request a non-athletic trip  
using ifieldtrip.lausd.net



From your browser, type in the address ifieldtrip.lausd.net, then log in using your LAUSD 

single sign-on
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From the dashboard, click on “Create New Request”
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Click on the appropriate radio button to indicate if you will be the main contact during the 

trip.  If you are the main contact, your information will auto-populate.  If another employee 

will be the main contact, manually enter the contact info.
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PARKER, PETER

A cell # is required in the 
event of an emergency
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Select “Non-Athletic” for type of trip
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Indicate whether special activities will take place by selecting “No” or “Yes.”  If Yes, check 

off all activities that apply.  
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Enter details regarding the point of departure. If leaving from a school, click “LAUSD site” and 

your school info will auto-populate.  If departing from another site, click “Other Site” and 

then enter the name and address; once you begin typing the address, the system will start to 

autocomplete and give you a drop-down to select from. Use the “Specific Departure Info” 

box to enter other pertinent notes regarding pick-up from the depart site.    
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Similarly, enter details regarding the destination. If your destination is a school, click on 

“LAUSD site” and select the location from a drop-down.  If it is a pre-approved site, type in 

a key word such (e.g. aquarium) and choose from the drop down list of available sites that 

include your key word; detailed information will auto-populate below.  If going to another 

site, click “Other Site” and enter the name and address. 
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Indicate whether there will be multiple stops.  Use the “Specific Destination Info” box to 

enter names/addresses of additional stops, time considerations, or other requirements. 

Complete depart and return date/time fields.  If lunches are needed for the trip, select “Yes” 

and an email alert will be sent to the cafeteria manager to coordinate with the main contact.
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Add student participants.  When you click “Search for Students,” your search options will expand.  

To find a specific class

If searching for a class, select “Search by Enrollment” and enter the instructor’s name in the 

“Teacher” field. If applicable, select Grade Level and/or Period in drop-down.  Click “Submit” to 

load participants from  MISIS.
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Clicking here will allow you to search by Group (e.g. Girls Tennis Team) 
or by Enrollment (e.g. Mr. Parker’s 3rd grade class)



Information on student participants will load along with parent contact information. Special 

indicators regarding health, special needs or requirements will be summarized based on 

information that is already in the system.  While IEP and 504 status cannot be altered, Health 

Alert and Custody Alert can be checked/unchecked to reflect the latest status. 
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Add chaperones. The main contact is automatically filled in. Add/delete rows as needed.  When 

adding an LAUSD employee chaperone, start typing the first or last name to generate a  drop-

down list of employees to select from – once selected, the rest of the information will populate.  

For other chaperone types, complete fields.  At the bottom, indicate whether any chaperone 

will be claiming reimbursement – selecting “Yes” will alert the Procurement Travel Desk.
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Add adult participants providing one-on-one support for students. Type in the name of the 

participant, the associated organization, whether they will be riding the bus, the student who 

is being assisted and other important information. 
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Enter expected counts of student and adult participants and observe calculation of the 

students-to-chaperone ratio.
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Select the mode of transportation.  Include all that will be utilized during the trip.
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When selecting LAUSD bus, number of buses needed will auto-populate based on how many 

participants were entered earlier.  You can overwrite this number if more buses are needed.  

There are also boxes to indicate whether or not seat belts are required and how many 

wheelchairs are to be transported. 
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Specific departure 
and destination info 
previously indicated 
will populate.  You 
can add on to it.
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Any required documents will be listed under “REQUIRED DOCUMENTS.”  If any are listed, 

use the Browse button to locate the document on your computer and click  “Upload File” to 

attach the document. Make sure to check off that you have uploaded each required 

document.
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Check off that you have uploaded 
each required document



On the certification tab, identify funding source for the bus (if applicable) and any other 

expenses. Some funding options will require documentation to be uploaded. Pop-up messages 

will explain any requirements. 
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Describe the educational benefit.  Next, indicate whether or not the site will be requiring a letter 

of self-insurance; if so, Risk Management will be notified.  Then, check off the statements listed to 

offer an assurance of compliance with District requirements.   Finally, after reviewing a summary 

of your request, click “Submit.” Return to “Dashboard” to view status.  

View summary of request before submitting
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The dashboard will provide status on a trip.  A check () indicates submittal (requestor) or 

approval (offices).  A dash (-) indicates pending.  Other features on the dashboard are 

outlined below.
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Reports allow you to analyze your 
trips by trip type, date, destination, 
etc

View all trips in calendar format

Hover over to check status
View LAUSD Bus (A#) details

Cloning can save time by 
creating a copy of a trip 
that can then be tweaked 
to fit your current needs

View summary

Once submitted, requestor can go back 
in to update roster and documents
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