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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 

 After signing in, as an approver, you will have an “Approve Trip Request” tab. Click on the 
“Approve Trip Requests” tab to view field trip requests that are pending your 
approval/certification.  
  

 
 
 
 
 
 
 
 
 
 

 
 
 

 

After you select/click the “Approve Trip 
Requests” tab, you will be taken to a 
dashboard that will show all trips that 
require your approval/certification. 

Tip: Field trips that have a blue 
“Approve” tab in the Approve column, 
are trips that still require your 
approval/certification. 
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Step Three 

Once you identify the field trips that are still pending your approval/certification (the ones with 
the blue ‘approve’ tab) you will click on the “Approve” tab for the designated field trip.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Four 

After you click on the “Approve” tab, you will be taken to a new screen to review all the 
information that was input for the field trip request. To view the field trip’s summary, you will 
need to click the ‘CLICK HERE’ link located towards the top of the screen.  
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Step Five 

After you have reviewed the field trip summary (all details that were input for the field trip), you 
will need to check that all statements are true in the checkboxes provided and then click certify. 
You may add any comments you deem necessary.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Six 

Once you have ensured that the field trip meets all requirements for certification, you can 
proceed to click the ‘Certify’ tab. After you click the ‘Certify’ tab, a pop-up message will appear 
indicating that you have successfully submitted a certification. Click the ‘Ok’ button and you 
have completed the certification process.  
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