iFieldTrip Reference Guide
Updating and Resubmitting a Field Trip Request

1. Go to ifieldtrip.lausd.net.

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

‘m, Field Trip

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)

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

4. Select the trip you need to make changes to and then click on the “Clone” button.
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5. A “Success” alert will populate. Note the new reference number and then click “OK”.

Success!

Success! Your cloned trip may be found on
the dashboard under Reference No:

(23-1131. you may edit any section of the

clone and submit for certification.

L

6. From your dashboard, click on the new reference number.
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7. Go through the request and make any necessary changes.
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Contact Information Participants Transportation Certification @ Dashboard

Contact Information

Are you the main contact during the trip?*
® Yes O No
Main Contact Details*
Employee Name:
Employee ID:
Employee Cell#: (123) 456-7890
School Taking Trip*

Cost Center Code:
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8. From the Certification tab, include the original reference number in the “Comments (Optional)” section.

[— Trarsprtaon | Docurers (T @ Dashbeard

Requester Certification

Funding - LAUSD Bus
Note: Bus cancelfations must be done at least 24 hours prior (o trip to avoid charges

Cost Center (Select onef:

1 BENEFITS ADMIN v
Funding Type (Select onef*:

[ Reimbursable

Student Body Funds

[J Title SELECT—

[ Program

Comments (Optional):

The original reference nurmber for this trip was 23-12345

®

Pl

IMPORTANT: Please CLICK HERE to review trip details before submitting. Once you submit your request, you can only update participant rosters and documents. All other
changes will require cancelling the existing request and submitting a new request.

:

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

Requester Certification

@ Dashboard

Funding - LAUSD Bus

N

Funding - Other Expenses - &8, admission,charter bis, lodging plane fave, etc. (sefect ai hat apply)
No cther expenses
Reimbursable
Student Bady Funds

Te 1

Program
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Subriting, Doce you submil your request, you can ely update paniciant resters and documents. All thes
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10. The original trip will need to be canceled. From your dashboard, select the original trip and then click on the
“Cancel” button.
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Create New Request [T Clone @

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

Alert!

Clicking YES will cancel your entire trip
(including all approvals and LAUSD Bus
arrangements). Are you sure you want to

cancel your field trip?
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