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1. Go to ifieldtrip.lausd.net. 

2. From the sign-in page, enter your email address and password, and then click on “Sign in”. 

 

3. Click on “Create/View the Field Trip Requests “button. (NOTE: this page may not appear for all users). 

 

4. Select the trip you need to make changes to and then click on the “Clone” button. 

 

ifieldtrip.lausd.net
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5. A “Success” alert will populate. Note the new reference number and then click “OK”. 

 

6. From your dashboard, click on the new reference number. 

 

7. Go through the request and make any necessary changes. 
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8. From the Certification tab, include the original reference number in the “Comments (Optional)” section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Next, click the “Submit” button located on the Certification tab. 

 



iFieldTrip Reference Guide 
Updating and Resubmitting a Field Trip Request 

Page 4 of 4 

10. The original trip will need to be canceled. From your dashboard, select the original trip and then click on the 
“Cancel” button. 

 

11. An Alert will display. Click on “Yes”. 

 
 


