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Description: This job aid is to provide step-by-step instructions for 
Site Travel Specialists (STS) in reviewing and completing a travel 
request or travel expense report in Concur.   
Employees can submit a travel request or travel expense report with or without a Site Travel 
Specialist (STS) assistance for entering funding allocation for the trip. This is determined by 
the selection made by Employees in the Request Header or Report Header field “Do you 
need funding assistance?” Employees should select “Yes” if they require assistance with 
entering the funding allocation information for their request or expense report. When “Yes” 
is selected, employees can submit their request or expense report without completing the 
funding allocation information.  

The request or expense report will then route to their designated STS for funding allocation 
entry and completion. STS will receive an email notification of a request or expense report 
pending their action. After STS approves the request or expense report, it will go to SAP 
Funds Management for budget check to verify validity of the funding line(s) entered, and for 
available budget. If the budget check is successful, funds will be committed and the 
request/expense report will be routed to the appropriate approvers. If the budget check is 
unsuccessful, the request/expense report will be returned to the employee in Concur.  

 
Here are step-by-step instructions for creating and submitting a travel request in Concur: 

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

ENTERING FUNDING ALLOCATION FOR A TRAVEL 
REQUEST OR EXPENSE REPORT  

https://ess.lausd.net/
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2. In Concur, under MY TASKS section, click on “Authorization Requests” to display all 
travel requests pending your review and completion.   

 

3. From the list of pending travel requests, select the request that you want to review.  

 
4. You can review the trip info and estimated expenses by going to Request Details and 

selecting “Request Header.” 
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5. You can view any supporting documents that the employee attached to the request 

by selecting “View Documents.” You can also attach additional supporting documents 
for the employee, if necessary, by selecting “Attach Documents.” 

 
6. To print or save an attachment, select “View Documents” from “Attachments.” From 

the thumbnail image of the attachment, click on "Open" to expand the window.   
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7. Click on the Print icon to print, or Save icon to save the attachment. 
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8. If you need to upload any additional document, click on “Attach Documents” from 

“Attachments,” then click on “Upload and Attach” to upload and attach document.  

  

9. Once an attachment has been uploaded, you should see the options to view, attach, 
or delete documents.  

 

10. To enter a funding allocation for the request, check-mark to highlight the expenses 
and click on “Allocate.”  
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11. Click on “Add.”  

 

12. By default, the “Cost Object Value” is set to the traveling employee’s home cost 
center; however, this value can be changed if the funding is provided by another cost 
center.  
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13. For “Fund,” enter the Fund or search by Code or Text to look for and select the 
appropriate Fund value.  

 

14. For “Functional Area,” enter the Functional Area or search by Code or Text to look for 
and select the appropriate Functional Area value.  

 

15. Click on “Save” when done.  
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16. Click on “Save” again. Note that you can split funding by Percent or Amount if 
necessary.  

 

17. Click on “Approve” to submit the request.  
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18. Click “Yes” to “Are you sure you want to approve this request?” in the Confirm 
window.  The completed request has been submitted, and on the employee’s side, 
when they check for the request status, it will be in “Pending External Validation.” 
This means that it has routed to the SAP ECC Funds Management for budget check 
for funding line validity (combo) and budget availability (AVC) validation. If the budget 
check is successful, then funds will be encumbered for the trip, and the request will 
route to the appropriate approvers. If budget check fails, then appropriate error 
message, along with the request, will be returned to the employee in Concur. The 
employee can make any corrections as needed, and resubmit the request.  

 

 

19. After the employee returns from the trip, they will need to submit a travel expense 
report. As in the travel request, if they select “Yes” to “Do you need funding 
assistance?” field in the report header, the expense report will be routed to the STS 
to complete/edit the funding allocation entry.  
 

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

 
 
 

21. In Concur, under MY TASKS section, click on “Expense Reports” to display all travel 
expense reports pending your review and completion.  

https://ess.lausd.net/
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22. From the list of pending travel expense reports, select the report that you want to 
review.  

 

23. Click on “Details,” then “Report Header” to review the trip information. 
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24. You can view receipts by clicking on the Receipt Image icon or tab.  

 
25. If you need to upload any additional receipt or supporting documentation, click on 

“Attach Receipt Images” under “Receipts.” Any new document will be appended to 
the existing attachment.  
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26. To review and make any updates to the funding line(s), click on “Details,” then 
“Allocations.” 

 
 

27. The funding allocation that was entered in the Request will carry over to your 
Expense Report. Please be advised that if funding from another Cost Center was 
used in Request, you will need to change the Cost Center value on the Expense 
Report to that Cost Center because this value always defaults back to employee’s 
own Cost Center tied to their main job assignment. If there are no changes, you 
can click on Save. If any changes need to be made to the funding allocation, click on 
“Allocate Selected Expenses” to make your changes and click on Save.  
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28. When you are ready, click on “Approve.” Note that “Approve & Forward” option is not 
applicable to LAUSD.  

 

29. The “Final Confirmation” window will display. Click on “Accept” to certify the report 
submission. You will see a confirmation that the report has been approved.  
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30. The completed report has been submitted, and on the employee’s side, when they 
check for the report status, it will be in “Pending External Validation.” This means 
that it has routed to the SAP ECC Funds Management for budget check for funding 
line validity (combo) and budget availability (AVC) validation. If the budget check is 
successful, the report will route to the appropriate approvers. If budget check fails, 
then appropriate error message, along with the expense report, will be returned to 
the employee in Concur. The employee can make any corrections as needed, and 
resubmit the report. 
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