
                                                                                                                  

Approving a Travel Request or Expense Report | Page 1 of 5 
 

 
 

 

Description: This job aid is to provide step-by-step instructions for 
approving a Concur Travel Request or Expense Report.  
After an employee submits a Travel Request or Travel Expense Report from Concur, it goes 
to SAP Funds Management for a budget check to verify validity of the funding allocation and 
budget availability.  

Once budget check is passed, the Travel Request or Expense Report work item will route to 
the appropriate approvers. Approvers will take action to approve or reject the work item in 
Employee Self-Service (ESS). 

Here are step-by-step instructions for approving a Travel Request or Expense Report: 

1. Log in to ESS (https://ess.lausd.net) with your SSO and click on the “Travel 
Approvals” tile.  

 
 
 

2. All current Concur Travel Request or Expense Report work items pending your 
approval are displayed under “All Tasks” in the left pane. When you click on a work 
item, the associated trip information is displayed. You can click on “Review 
Attachments” or the Concur site link in order to go to Concur and view receipts, 
supporting documents, or other attachments, prior to approving the request or 
report. The steps below show an example for a Travel Expense Report work item. 

APPROVING A TRAVEL REQUEST OR  
EXPENSE REPORT 

https://ess.lausd.net/
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3. Copy the report number (Ctrl + C). Click on either of the links to go to Concur, which 
will open in a separate window. Click on Expense.  

 

4. Click on “Process Reports.”  

 

5. For “every report where” select “Report Number,” then “Equals” and paste (Ctrl + V) 
the report number you copied.  
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6. Click on “Go.”  

 

7. The expense report will be displayed in the Search Results. Click on the report.  

 



                                                                                                                  

Approving a Travel Request or Expense Report | Page 4 of 5 
 

8. You can view the receipt and other attachments by clicking on the Expense Type then 
clicking on the Receipt Image tab; OR 

 

 

Hover over the receipt icon  with your mouse and the document will display.  
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9. After viewing the receipts, go back to the ESS window, then click on “Approve” or 
“Reject” to approve or reject the Expense Report.  

 

10. Enter an optional comment if needed, then click on Submit.  

 

 

For additional information/reference, please also refer to the following job aids for 
Approvers: 

 How to Add an Approver 
 Approvers - How to View Attachments 
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