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Step One 

 Type in the address ifieldtrip.lausd.net, then log in to the system by entering your LAUSD single 
sign-on and password.  

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Two 

Click on the Create New Request button to begin. 
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Step Three 

Click on the radio button to indicate if you are the main contact during the league/non-league 
season. Information will auto-populate. If you are not, manually enter the contact info. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Four 

Select “Athletic” for the type of trip and “League/Non-League (in Season)” for the type of athletic 
trip. 
 
 
 
 
 
 
 
 
 
 
 
 

Tip: Ensure that the correct code for 
the school going on the trip is entered 
in the ‘Cost Center Code’ box.  

Yes = Your Contact Info Auto-Populates.  
 
No = Contact information will need to be 
manually entered.  
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Step Five 

Select sport and level. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Six 

Add rows to enter the dates, days, times, and destinations of the season’s league/ non-league 
games.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Each row can 
be filled out 
individually to 
inform 
Transportation 
Services 
Division of the 
different needs 
of each pick-
up/drop-off.  
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Step Seven 

Click to advance to “Participants Details,” bubble 4 of the participant's tab. Enter the expected 
counts of student and adult participants and observe the calculation of the student's chaperone 
ratio. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Eight 

After advancing to the certification screen, click to input funding information and write in an 
educational benefit. 
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Step Nine 

Click if a letter of self-insurance is needed, then check off statements to provide assurances 
regarding student and adult participants. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Ten 

Click on the link to review trip details in a summary page before submitting the request. Go back 
and make changes or submit the request if it is ready. 
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