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The purpose of this job aid is to show 
approvers on how to approve or reject 

SAP user roles.

All users are encouraged to install the 
Azure Virtual Desktop to access SAP.  
Below are resources to install Azure. 

Windows users: 
https://www.lausd.org/cms/lib/CA01000
043/Centricity/Domain/1505/LAUSD%20A
VD%20user%20guide-
RDClientForWindows-v1.0.pdf

Mac users:
https://www.lausd.org/cms/lib/CA01000
043/Centricity/Domain/1505/LAUSD%20A
VD%20user%20guide-RDClientForMAC-
v1.0%20.pdf

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForWindows-v1.0.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForWindows-v1.0.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForWindows-v1.0.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForWindows-v1.0.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForMAC-v1.0%20.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForMAC-v1.0%20.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForMAC-v1.0%20.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/LAUSD%20AVD%20user%20guide-RDClientForMAC-v1.0%20.pdf


Approvers will receive an automated 
email to Approve or Reject the SAP 
Access Request. 
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Login to the SAP portal at 
https://bts.lausd.net, using the Single 
Sign-on username and password. 

Click “Access Request”. 
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Click “Role Approvers”.
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Click “Role Approver”.



To approve the request, click on the item. 
Only one work item can be approved at a 
time. 
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A list of role requests will appear under the 
Workitems section.  If you do not see the 
request, click “Refresh” located at the 
bottom left. 



The request will list all roles a user has 
requested. 
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You can approve or reject the roles 
separately or multiple at a time. Click on the 
roles you wish to approve or reject. 



Click “Approve” or “Reject”. 
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Go to “Comments” tab. You must enter a 
comment.  If the Comments field does not 
display, click “Add Note”



Click “Submit”. 
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You will see a confirmation message. 



Click “Close” to go back to the previous 
screen. 
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To check for any outstanding access 
requests, click the “Refresh” link at the 
bottom of the page. 
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