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

2. Click on the request you want to ad-hoc another approver. Then click “Approval Preview”.

APPROVERS: HOW TO ADD AN APPROVER IN ESS
This job aid is to provide step-by-step instructions for Travel Approvers to manually add (ad-hoc) 

another approver. 
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3. A screen will pop up with a workflow of the names of the approvers. Click where it says “Cost Center 
Manager” above where your name is located.

4. Add Approver screen will pop up. Click on “Add Approver” and search the approver by the last name or 
employee ID# then click the search icon or press enter. 
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5. Choose the approvers name then click “Add Approver”.

6. Click “Save”. You should see the new approver's name listed under your name in the workflow. Click 
“Save”.  

7. Go back to the request and approve the request. The request will route to the ad-hoc approver.


