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Websites 

School of Music - Faculty and Staff Resources 
 

School of Theatre - Faculty and Staff Resources 
 
 

Workday 

Workday is LSU’s administrative system for financial, payroll and human resources processes. 
From this site you will find a variety of resources and frequent updates. 
If you are new to Workday, an overview video is available at 
uiswcmsweb.prod.lsu.edu/training/employee/. This overview introduces a user to Workday’s 
way of handling a few basic activities, including time entry. A wealth of other training videos and 
job aids are also available on this site as well. 

 
 

PM-11: Outside Employment 
 

Permanent Memorandum 11 is the policy that governs outside employment by LSU employees, 
and the methods by which they disclose such employment for administrative review and 
approval. The policy covers direct employment with any non-university employer, contracts for 
consulting or other professional services, and any self-employment or operation of a business. 

 
PM-11 applies to all LSU faculty and staff, including those who are on summer, or intersession 
break for any activity for which they receive compensation, including travel supplements, 
stipends or honoraria. This also includes any visits to foreign universities that are supported, in 
whole or part, by the host institution. 

 
Effective June 3, 2019, all LSU A&M employees will use GeauxGrants to submit disclosures of 
outside employment (PM-11) and route them for administrative approvals. 

 
Step-By-Step Guides 

 
 

The following PDF guides provide instruction in to how to submit and review PM-11 disclosures. 
 

• Employees: How to Submit a PM-11 Disclosure 
• Administrators: How to Review a PM-11 Disclosure 
• PM-11 Frequently Asked Questions 

https://www.lsu.edu/cmda/index.php
https://www.lsu.edu/cmda/music/index.php
https://www.lsu.edu/cmda/theatre/index.php
https://lsu.edu/workday/
https://uiswcmsweb.prod.lsu.edu/training/employee/
https://lsu.edu/geauxgrants/conflicts_of_interest/p_m_11/index.php
https://lsu.edu/administration/policies/pmfiles/pm-11.pdf
https://lsu.edu/geauxgrants/conflicts_of_interest/p_m_11/pdf/submitting_a_pm_11.pdf
https://lsu.edu/geauxgrants/conflicts_of_interest/p_m_11/pdf/reviewing_a_pm_11.pdf
https://lsu.edu/geauxgrants/conflicts_of_interest/p_m_11/faqs.php
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LaCarte 

Policies & Procedures 
• PM-78 LaCarte Card Program Policy 

 
AS Forms 

• AS700: LaCarte Enrollment 
• AS701: LaCarte Agreement 
• AS701-R: LaCarte Renewal Agreement 
• AS702: LaCarte Maintenance 
• AS703: LaCarte Transaction Log 
• AS704: LaCarte Disputed Item 

 
 
 

Pull LaCarte charges in Workday: 

1. View Charges: Choose One; A, B, or C 
A. View from Email, shows only previous weeks charges: 

1. Use the Click Here to view the notification details to view weekly charges. 
2. Transaction emails can also be accessed by: 

a. Login to workday at https://workday.lsu.edu using your MyLSU login 
and password. 

b. Click on the bell in the upper right-hand corner. 
c. New Credit Card Transactions will populate in the left menu. 

B. View NEW CHARGES from Workday: 
1. Login to workday at https://workday.lsu.edu using your MyLSU login and 

password. 
2. Click on the Expenses widget. 
3. From the Expenses menu, select Expense Transactions. 
4. Click the Transaction Status empty box and select New. 
5. Click the OK button on the bottom left. 
6. All NEW charges will be viewable. 

 
C. View ALL CHARGES from Workday: 

7. Login to workday at https://workday.lsu.edu using your MyLSU login and 
password. 

8. Click on the Expenses widget. 
9. From the Expenses menu, select Expense Transactions. 
10. Click the OK button on the bottom left. 
11. All charges will be viewable including PAID, PENDING and NEW. 

 
2. Copy all transaction you will be submitting over to the LaCarte Transaction 
Log; AS703 

A. Example attached. 
 

3. PDF AS703 and receipts, including any additional backup documentation 
and justification, into one document and email to me; mfay@lsu.edu. 

 
 
 

https://www.lsu.edu/administration/ofa/oas/acctpay/lacarte.php
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/pm-78_lacartecardprogram.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as700.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as701.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as701r.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as702.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as703.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as704.pdf
mailto:mfay@lsu.edu
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Disputed Items 

• The cardholder should always contact the merchant first to try to question/resolve the 
purchase. The cardholder should obtain formal documentation from the merchant to serve 
as proof of his/her attempt to question/resolve the matter. The formal documentation 
should consist of names, dates, and times of when the merchant was contacted. The bank 
will not accept a dispute without the formal documentation. 

• Absolutely no transactions can be disputed after 60 days of the transaction date. The 
bank will NOT accept the dispute. 

 
 
 



Rev 7/13  

Louisiana State University 
Office of Accounting Services 

Accounts Payable & Travel 
217 Thomas Boyd Hall 

 

LACARTE TRANSACTION LOG AS703 
 

BF Lacarte # Fay-09/07/16 
 

 

Cardholder Name Melissa Fay Default Account # PG001548 Activity Month September 
 

 

 

 Receipt(s) enclosed  Reconciled 
Date Merchant Purchase Description  Amount Budget Reallocated  

09/01/16 Walmart Painters Tape  50.00 Sets-Noises Off   

09/02/16 JoAnn's Material  150.00 Costumes-Noises Off   

09/02/16 Amazon DVD's  50.00 Class- THTRXXX   

        

        

        

        

        

        

        
        

        

        

        

  Total amount from additional pages   

  TOTAL $250.00 
 

Approved by 
 
 

Authorized Signature Date 
 

Melissa Fay 

optional for cardholder records 



mrf 07/2023  

Travel 
 

Prior to Travel 
1. Fill out a Request to Travel (Theatre) Request to Travel (Music) form. 

a. Pocket Travel Guide, for per diem amounts. 
b. Submitting auto-routes to Kristin/Melissa for approval 
c. Once approved, Melissa initiates a Spend Authorization 
d. You, the traveler, approve the Spend Authorization 

2. Once approved, Travel arrangements can be made. 
a. Flights on Christopherson Travel 
b. Car Rental through Enterprise. 
c. Hotels can be made through the avenue of your choice 
d. Retain all itemized receipts with the exception of Meals. Meals are paid on a per 

diem basis. DO NOT PAY ON LACARTE. 
e. LaCarte cannot be used to pay for gas on a personal vehicle. 

 
Post Travel 
1. Travel Reimbursement Request (Theatre) / Travel Reimbursement Request (Music) 
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https://www.lsu.edu/administration/ofa/oas/acctpay/travel.php
https://www.lsu.edu/cmda/theatre/resources/faculty/business/forms/theatre-travel.php
https://www.lsu.edu/cmda/music/resources/business/forms/music-travel.php
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.lsu.edu/cmda/theatre/forms/travel-reimbursement-request-form.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/as350.pdf
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Christopherson Travel 
 

1. To access the Christopherson Business Travel site you can click CBT Online Booking 
System, or Go through myLSU > Travel Resources > CBT Online Booking System 

 
o Once login you will land on the Travel Dashboard (will contain all your information 

about current and upcoming travel. To view past travel you can select the past 
button.) 

 
2. When logging on for the first time, click the dropdown to the right of your name in the 

top right corner. A lot of this information will be auto populated. Please check to see if 
it’s correct and all required fields are filled in. 

 Name must match your ID 
 Save at the very end 
 Work/Home address are optional 
 Work/Home/Cell number required 
 Email address will populate. 

• you can add an email address for Melissa Fay, so your Business 
Manager can be copied on all your invoices for Expense Reports. 

 Travel Preferences - not required, but they do have preferred feature options: 
• seating options, meal requests, preferred departure airport, medical 

needs, hotel preferences, car rental preferences, Frequent Traveler 
Programs, etc. 

• TSA Secure Flight 
• Required: Gender (M/F options only), DOB 
• Add Passports 

Credit Cards: 
• This is where you want to put your LaCarte card, or personal card, 

and you will need to designate what it will be used for 
  

https://www.lsu.edu/administration/ofa/oas/acctpay/travel.php
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fid.cbtat.com%2Foauth2%2FausajzzebhHGJAXNU4x6%2Fv1%2Fauthorize%3Fidp%3D0oa1zxhtbgpXBrxh14x7%26client_id%3D0oaak06ixI5x05d4c4x6%26response_type%3Did_token%2520token%26response_mode%3Dfragment%26scope%3Dopenid%2520apiscope%26redirect_uri%3Dhttps%3A%2F%2Fapp.cbtat.com%26state%3Dstate%26nonce%3Dnonce&data=04%7C01%7Cdcking%40lsu.edu%7C2b7c7b7c55e6449843ee08d8da65d307%7C2d4dad3f50ae47d983a09ae2b1f466f8%7C0%7C0%7C637499478154396768%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=SH%2Fh1kRcpv4zB83ayb3U3QF9Xac1vM3eq3hs5xm6mOQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fid.cbtat.com%2Foauth2%2FausajzzebhHGJAXNU4x6%2Fv1%2Fauthorize%3Fidp%3D0oa1zxhtbgpXBrxh14x7%26client_id%3D0oaak06ixI5x05d4c4x6%26response_type%3Did_token%2520token%26response_mode%3Dfragment%26scope%3Dopenid%2520apiscope%26redirect_uri%3Dhttps%3A%2F%2Fapp.cbtat.com%26state%3Dstate%26nonce%3Dnonce&data=04%7C01%7Cdcking%40lsu.edu%7C2b7c7b7c55e6449843ee08d8da65d307%7C2d4dad3f50ae47d983a09ae2b1f466f8%7C0%7C0%7C637499478154396768%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=SH%2Fh1kRcpv4zB83ayb3U3QF9Xac1vM3eq3hs5xm6mOQ%3D&reserved=0
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1. Informational Page 

Left search features are like any other online travel booking tool 
Keep an eye on Checked box, Flights with no double connection 
 From here you can begin booking your flights and it is very user friendly. 
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Mandatory Employee Training 

Cybersecurity Awareness Training 
*Completion required upon employment only
Today's technology has advanced our lives and work environments with instant communication
and access to information. However, these conveniences also introduce new risks and threats. It
has become much simpler to carry out cyber-attacks to steal information, take control of
systems, and more. LSU is committed to educating and protecting its community against these
malicious threats.

The Louisiana Code of Governmental Ethics, Louisiana Board of 
Ethics 
*Required annually (every calendar year). Deadline for completion is December 31
at 11:59pm.
In response to Louisiana Revised Statute 42:1170, all public employees are required to complete
one hour of training on the Code of Governmental Ethics each calendar year. This online
training course is located on the Ethics Board website. Upon completion, the employee will be
provided with a certificate that documents the completion of the course.
According to the statute, failure to comply with the requirements of training constitutes a
violation of the Ethics Code. Any public employee who is found to have violated any provision of
any law within the jurisdiction of the Ethics Board can be removed, suspended, or ordered to
have a reduction in pay or demotion by the Ethics Board. The board can also impose a fine of
not more than ten thousand dollars, or both.

Power-based Violence Prevention & Response Training 
*Required annually (every calendar year). Deadline for completion is September
30 at 11:59pm.
LSU’s Title IX Training satisfies the training requirements outlined in both the 2012 Louisiana
Senate Concurrent Resolution 107, which requires one hour of sexual harassment training, and
in Title IX of the Educational Amendments of 1972, which requires training on sexual
misconduct prevention. In the course, you will learn about your role as a mandatory reporter
and review example scenarios to check for understanding.
After completing the e-course, you will be able to print out a certificate of completion for your
records. Please save a copy for your personal records, as well as forward a copy to your
department's HR Contact for reporting and compliance, if applicable. However, it is your
responsibility to keep track of your individual certificate.

Digital Resource and Content Accessibility Awareness Training 
*Required annually (every calendar year). Deadline for completion is December 31
at 11:59pm.
To satisfy the federal requirement, LSU has created the e-course, Digital Resource and Content
Accessibility Awareness. This course will teach employees about the federal statutes and
institutional policy governing digital resource and content accessibility, and the tools available
to ensure the proactive accessibility of digital resources and content.
After completing the e-course, you will be able to print out a certificate of completion for your
records. Please keep this certificate and follow your department's instructions for reporting and
compliance.

https://www.lsu.edu/hrm/employees/new_employees/mandatory-new-employee-training.php
https://moodle.lsu.edu/course/view.php?id=7623
https://laethics.net/EthicsTraining/login.aspx
https://laethics.net/EthicsTraining/login.aspx
https://laethics.net/EthicsTraining/login.aspx
https://moodle.lsu.edu/course/view.php?id=17911
https://moodle.lsu.edu/course/view.php?id=17910
https://www.lsu.edu/accessibility/index.php
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LSU Leave Policy 

PS-12, Leave Guidelines for Academic, Professional and Classified Employees, was designed to 
define the various leaves of absence policies and procedures in order that the granting of leave 
and the maintenance of records may be accomplished in accordance with University and Civil 
Service regulations. 

General Policy 
Employees shall not absent themselves from their duties without proper authorization. It is the 
responsibility of the department head or his/her designee to receive and review requests for all 
leaves of absence and approve or disapprove such requests in accordance with University policy. 
If paid leave is neither available nor appropriate, leave without pay shall be charged. If an 
employee fails to submit a leave slip, leave must be administratively deducted from his/her 
record. The department head or his/her designee shall ensure that the department staff keeps 
accurate leave records on all departmental employees and reports information on leave accrued, 
leave taken and leave denied. No employee shall approve or maintain records for his/her own 
leave. 

https://www.lsu.edu/hrm/about_hr/staff_handbook/leave/index.php


Leave Guidelines for Faculty 
LSU Leave and Employment Policies 

• PS-12: Leave Guidelines for Academic, Professional and Classified Employees
• PM-20: Leave Policies for Academic and Unclassified Employees and Classified Personnel,

Louisiana State University System
• PS-79: Flexible Work Hours and Staffing
• Louisiana RS 17:3311: Sick Leave for Unclassified; Academic Personnel

Purpose: Because of the nature of their appointments, it may be difficult to determine when faculty should be charged 
leave. These guidelines are to be used by department chairs and faculty to clarify when leave should be submitted.   

Summary of Policy Provisions: For the purpose of leave reporting, state law requires the university to establish a 
forty-hour work week for faculty. These schedules may vary from semester to semester depending on class schedules 
and other on-campus responsibilities. Appointing authorities shall establish the forty hour work week to provide a 
system of accounting for and the taking of leave. At a minimum, faculty who miss an assigned class or scheduled 
meeting must be charged leave appropriate to the circumstances regardless of whether arrangements are made for 
someone else to meet the class (LA RS 17:3311). 

The established forty-hour work week should be used as a guide for determining when leave should be submitted. If the 
absence prevents the faculty member from performing any of his or her responsibilities, leave should be recorded in 
increments of 8 hours per day not worked and prorated for partial days not worked (LSU PS-12). 

Faculty working remotely or having flextime schedules should have the schedule documented in writing and signed by 
the department head or dean and the employee. Flextime does not change normal attendance requirements. 
Expectations of employees with non-routine work schedules must be clearly communicated by the department. It is the 
responsibility of the department to ensure that the flexible work hours policy is administered in an equitable and 
consistent manner (LSU PS-79). 

PS-12 defines when sick, annual or unpaid leave should be used by all employee types. Employees shall not absent 
themselves from their duties without proper authorization. If paid leave is neither available nor appropriate, leave 
without pay shall be charged. If an employee fails to submit leave in Workday, leave must be administratively deducted 
from his/her record.  

Academic Employees on a 9 month pay basis: Academic employees appointed for the academic year (9 month 
faculty) who are greater than 50% effort are eligible to accrue sick leave per the schedules in PS-12, LSU Leave Policy 
Statement. Sick leave may not be used during the summer except for days for which they are appointed and only after 
they have worked at least one day of their summer appointment (LSU PM-20, LSU PS-12). Academic employees on 
academic year appointment, who do not receive annual leave, shall be allowed to use up to two (2) days of Personal 
Leave per academic year for personal purposes. Personal Leave used shall be deducted from the employee’s sick leave 
balance (LSU PM-20).  

Academic Employees on a 12 month pay basis: Academic employees appointed on a fiscal year appointment 
(12 month faculty) who are greater than 50% effort are eligible to accrue sick and annual leave per the schedules in PS-
12, LSU Leave Policy Statement (LSU PM-20, LSU PS-12).  
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