iFieldTrip Reference Guide
Granting the Nurse Access Via the Principal Portal

1. From your web browser, go to https://principalportal.lausd.net.

2, On the top right of the webpage, click on “Login”.
LAUSD rrincipal’s Portal jot i ff Login
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What are you looking for?
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Please note that some “What's Due" items are not set up for certification on Principal's Portal and will not show a green highlighted check mark at this time
Other Operations

= Elementary PE Minutes Certification (December) due: 1/20 o Monthly Earthquake Drop/Cover/Hold On Drill, Monthly Fire Drill (ES/MS) Due
due: 1/31

o Interscholastic Athletics (Spring) due: 1/23
o Verification of Eligibility List (Gifted Magnet/SAS) due: 1/27

> Enrollment Capacity for DLE schools due: 1/28
Administrator Cerification due: 1/31
o English Learner Parent and Family Accountabilities due: 1/31

3. Enter your full LAUSD email address and password and then click on “Signin”.
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Sign in with your organizational account
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Enter your full LAUSD email address and password to
Log In.
e.g (msmith@lausd.net, mary.smith@lausd.net)

4. On the top right of the webpage, click on “Tools".
LAUSD principal’s Portal Job Ads @ S )
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What are you looking for?

< Jan2023 ¥ scesiuontns What's Due O een  secono

Please note that some “What's Due items are not set up for certification on Principal's Portal and will ot show a green highlighted check mark at this time
Other Operations

Elementary PE Minutes Certification (December) due: 1/20 Monthly Earthquake Drop/Cover/Hold On Dill. Monthly Fire Drill (ES/MS)
Due due: 1/31

Interscholastic Athletics (Spring) due: 1/23
Veification of Eligibilty List (Gifted Magnet/SAS) due: 1/27
Enrollment Capacity for DLE schools  due: 1/28
Administrator Certification due: 1/31

English Leamer Parent and Famil due: 1/31
Program Options Meeting due: 1/31

SSPT EL Monitoring  due: 1/31

SSPT RFEP Monitoring ~due: 1/31

Title | Parent and Family Accountabilities ~due: 1/31
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Next, under Administrator Tools click on “User Manager”

LAUSD principal’s Portal Home
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From the bottom of the webpage, click on “Add Users".
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Under “Add Users”:

1) Type the Nurse’s User Name.

2) For User Type, select “School” from the dropdown menu.

3) For Location/Local District, ensure your school is selected.

4) For Module (System) select “Field Trip” from the dropdown menu.
5) For Role, select Nurse from the dropdown menu.

6) Finally, click on “Add User".

Add Users (click here) v
To add a user, click on the 'Find' button and search for the employee. Click on the employee to select him/her and click on the 'Add User' button to
finish. / Type the User Name. Alternatively, you ¢an click on "Find" and search for the user name. ]
User Name: n sample.name Find
User Type: a School <( Select "School” from the dropdown menu. ]
Location/Local B 102ND ST EEC (1954501) - —r Ensure your school is selected. ]
District: .
Module (System) Field Trip . ( Select "Field Trip" from the dropdown menu. }
Role a [ Nurse '} [ Select "Nurse” from the dropdown menu. j
YOU MUST SELECT "NURSE" FROM THE DROPDOWN MENU
SELECTING ANYTHING ELSE WILL PREVENT THE NURSE
B Add User FROM REVIEWING TRIPS AND MAY CAUSE ACCESS ISSUES.
-’ =

The Nurse will now be able to review and approve trips for the school.
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