
Updates/Announcements

Business Manager Meeting



Workday Updates

 Distance Calculation for Expenses

 Procurement Attachment Categories

 Streamlined Receiving Experience

 Job Aid distributed & posted on website

 Demo



CBT Update

 CBT provided a resolution for the HR Integration 
 Additional data fields required

 Date of Birth
 Employee’s Phone Number (preferably a cell phone number)

 HR integration should be back in production soon

 Single Sign-On 
 CBT is investigating the issue

 Continue to contact Jennifer Driggers at jdrigg@lsu.edu or Kathleen Patrick 
at kelder1@lsu.edu if you have any issues/questions

mailto:jdrigg@lsu.edu
mailto:kelder1@lsu.edu


Ethics Reporting

 Complimentary admission, lodging, or transportation costs covered by 
a third-party or sponsor shall file a disclosure form with the Board of 
Ethics within 60 days after such acceptance (event).

 Requirement applies to travel scholarships

 It is the employee’s responsibility to disclose to the Board of Ethics 
using the Ethics 413 Disclosure form.

Presenter
Presentation Notes
Rewind!

Presented at the last meeting and I’m still receiving incomplete forms.

Reminder, this requirement applies to all employees, including employed graduate students.  Also, last month the questions were asked about NextSource employees and student organizations.  The question to ask is “who is paying for these expenses”.  



Disclosure Form 413

 Latest version of form must be 
completed (revised Dec 2022)

 Form will be deemed unacceptable if 
not fully completed

 Handwritten signature is required
 Electronic signatures not acceptable 
 Agency Head (or designee) signature 

is required
 Signed form should be attached to 

the Spend Authorization/Expense 
Report

Presenter
Presentation Notes
Agency Head is not the Department Head.

Agency Head is President Tate, and his designee is Kimberly Lewis.

Forms filed after the travel dates will require supporting documentation to show that the travel was approved.
Spend Authorization 
No Spend Authorization approved prior to the travel – Kimberly Lewis must provide a letter to acknowledge the travel was approved



Ethics 413 Form

 The Board of  Ethics requires the employee to file their Ethics 
413 form electronically.

 Steps for submitting the form electronically:
 Louisiana Ethics Administration Program (la.gov)
1. Select Form from drop down list: Complimentary 

Admission, Transportation, and/or Lodging
2. Filer Name, E-mail Address, and Phone Number must be 

provided
3. Check box – I’m not a Robot
4. Choose File 
5. Click Upload

 This information has been added to the Travel webpage 
under Important Travel Updates:  Louisiana Ethics Reporting 
(lsu.edu).

 For questions, please contact Ashley Wimberly at the Board 
of Ethics at 219-5600. If Ashley is not available, please ask 
for Traci or Kathleen. Once the form is uploaded, the employee will receive an e-mail message as follows:

https://eap.ethics.la.gov/FileUpload/
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/la_ethics_reporting.pdf


Travel Expense Reports

Saved For Later

July 2022 2

August 2022 2

September 2022 3

October 2022 8

November 2022 22

December 2022 28

January 2023 51

February 2023 167

March 2023 11

Total 294

Presenter
Presentation Notes
Save for Later was introduced at the last BM meeting.  

This is where the expense reports are placed in the auditor’s inbox awaiting the issue(s) be resolved.



LaCarte Expense Reports

Saved For Later

August 2022 1

September 2022 3

October 2022 7

November 2022 14

December 2022 17

January 2023 51

February 2023 125

March 2023 51

Total 269



Special Meal: Non-Travel Expense Reports

Saved For Later

October 2022 2

November 2022 2

December 2022 2

January 2023 5

February 2023 3

March 2023 32

Total 46



Expense Reports Send Back

 Starting April 1, 2023, expense reports with incomplete information will be 
sent back to the initiators

 Auditors will continue to identify the issue(s) in the Comments on the Business 
Process 

 Only the identified issues should be addressed on Expense Reports sent 
back. 

 Expense Reports (sent back) are added to end of the queue when re-
routed to AP & Travel

Presenter
Presentation Notes
A business decision has been made to start sending back expense reports with issues.   It’s a learning experience for start to finish!  

Expense Reports sitting in the initiator’s inbox will prompt action.  

Auditors will continue to identify the issue(s) in the Comments on the Business Process.

Please do not make changes or remove any attachments as it will result in the auditors having to re-audit the expense report.

Re-routed expense reports are added at the end of the queue.  Consequence of Send Back!



Helpful Resources

 Virtual Accounting Services Training Sessions
 LSU Training and Event Registration via myLSU

 Finance Job Aids

 Accounting Services Newsletters



Help Us Help You!

 Business Managers' Suggestion Box
 Seeking topics for future meetings
 Provide your Name & E-mail contact information or leave the boxes blank to 

remain anonymous 

 Demo

Presenter
Presentation Notes
Positive feedback & comments following last month’s meeting led to a brainstorm of the infamous Business Manager’s Suggest Box for topics.


https://lsu.qualtrics.com/jfe/form/SV_cBEW6fr6JE1wpz8
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