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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
uiswemsweb.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: Qutside 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.

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

LaCarte

Policies & Procedures
e PM-78 LaCarte Card Program Policy

AS Forms

e 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.
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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

Disputed Items

e 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.

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

Louisiana State University
Office of Accounting Services

optional for cardholder records Accounts Payable & Travel
LOUISIANA STATE UNIVERSITY 217 Thomas Boyd Hall
LACARTE TRANSACTION LOG AS703
BF Lacarte # Fay-09/07/16
i Activity Month
Cardholder Name __Melissa Fay Default Account # — 2001548 y 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

Approved by
Melissa Fay

Total amount from additional pages
TOTAL| $250.00

Authorized Signature

Date
Rev 7/13



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

In-State Viehicle Rentals

The State has contracted with Enterprise, Mational & Hertz for 3l in-
state wehide rentals. Usage of the contract & mandatory for university
employess. it is the ravelers discreton which rental company is
utilized. Please see the AP & Travel website for FY22 Rental Vehicle
Rates and the Vendor's Reservation Links. For Enterprise and
Mational ressrvations, employees should select their respective
campus when making reservations. Only the rental of a compact or
ntermediate model is rembursable  unless  non-avalsbility s
documented, or the wehicle s used fo transport more than teo
ndividuals. It is the Refer to PM-13 for more information on rates and
to determine the insurance coverage that is reimbursable.

Owrt-of-State Vehicle Rentals

The 5tate has contracted rental wehicles for out-of-state trawsd,
excluding intemational travel, utilizing the State of Louisiana’s Out-of-
State Contracts, which use is mandatory for university employess. The
participating wendors inchude Enterprise, National and Hertz It is the
fraveler's discretion which rental company is utilized. All University
employess are required to use these confracts due to excepticnal
pricing which includes COW [ (Collision Damage Waiver) and one-
millicn-dellar (51 millien) liability nsurance. AN nonemployee students,
University guests, and confractors are encowraged to utlze the out-of-
ctate contracts which indude cne-million-dollar (31 millicn} lability
insurance. Howewer, if the cut-o&state contracts are not used by non-
employes students, University guests, and contractors are encouraged
to purchase insurance when they are renting a vehide. See Out-of-
State Contract Vehicle Rental Rates on the Accounts Payable and
Trawel website. The corporate account number will be required to obtain
the State of Louisiana confract rate.

Receipt Requirements
lemized receipts are required for all fravel expenses except for the
following:
1. Buses, subway and streetcantrolley fares 510 or less daily.
2. Mon-ocal parking, fares and tolis 35 or less per transaction.
2. Meal Per Diem within State-allowed rates.

Luggage Charges

Luggage charges from aidines may be reimbursed, with a receipt. for
the 1 checked bag for a business trip of & days or less and for a3 2™
bag for a 8—10-day business trip andior additional baggage which is
business related and required by the department. The traweler must
present a receipt to substantiate the luggage charges. Travelers will
be reimbursed for excess baggage charges (owermeight baggage)
only in the following circumstances:

1. When fraveling with heavy or bulky materals or equipment

mecessary for business.
2. The excess baggage consists of organization records or property.

Parking

1. BR. aport parking = 354.500day, recsipt required. Parking
Certficate and University ID required.

2. Options for the Mew Oreans aiport parking are Swrface Lot
F1&8day, Aifdine Economy Garage 512'day or U5 Park's kot 514/day.
receipt required.

3. Ceher parking (not listed above), ferry fares, & roadbridge tolls for
each fransaction over 35.00 a receipt is required.

Prior Written Approval Requirements
Prior written approvals are required for certain travel espenses,
please refer o PM-12, University Travel Regulations, as well as
Appendiz B for the specific approval authonty.

Before any travel amangements are made or paid, travelers ars
required to obtain the pricr approvals wusing the appropriate
travel/Spend Authonzation in Workday or ravelers may be at risk of
not being reimbursad.

Meals & Incidental (M&IE) and Routine Lodging
Reimbursement Schedule

1stLast

Meals Area B | L | D|IE,| Total
Diay

48 Continental United
States, inchuding G5A Rate
District of Columbia

Alaska, Hawai, &
LS. Territories
{Puerto Rico, LS.
\irgin Islands,
Armerican Samoa,
Guarn, and Saipan)

Intematicnal L. 5. Department. of State

Reimbursements fior 1 & Last day of ravel must not excesd T5%

Routine Lodging Reimbursement Schedule

Lodging Area Routine

43 Continental United States,

including District of Colkembia (554 Rate
Baton Rouge — Lod Cook 115
only

Alaska, Hawaii, & .5

Temiteries (Puerio Rico, L5, 75

Wirgin Islands, Armenican
Samoa, Guam, and Saipan)

International Cities L. 5. Departrment of State

GSA [General Services Administration):
*  Lodging, Meals & Incidental Expenses (MEIE)

U & Department of State:
*  Lodging. Meals & Incidental Expenses (MEIE)

*  Breakdown of Daily Meal Rates
htips-/faoprals state gow/content asp?eontent id=114&me
nu_id=75

MIOTE: The above listed inks are also available on the Accounts
Payable and Travel website.

LOUTSIAMA STATE UNIVERSITY
FY 23-24

Travel Orientation
Brochure

[N

Thiz brochiure provides a general overnview of LEU'E fravel
ruiez and regulafions. Refer fo PM-13, University Travel
Reguisfianz, for fhe complate sef of frawvel nies and

reguiafions.

Office of Accounting Services
Accounts Payable & Travel
Thomas Boyd Hall
Baton Rouge, L& 70303-2501

Phone (2235) 578-1350 Fax
(225) 578-2052

State-contracted Travel Agency
Christopherson Business Travel
Toll Free (800) 951-0720
E-mail: Statel AUniv@C BTravel. com
24-hr Emergency Service

(800) 961-0720
(After 7 pm and on weekends)

Rev 07123




University Travel

The punpess of this brodhure & o provide a general averviews' af Pd-
13, University Travel Regulations, and to educate emplayesas wha
triswel on university business. Employees are encouraged o visit the
fucoounting Servioes wehsiie at
hittpeanwe by adidadministrationiofainasd, cick Department then
click Accounts Payable [(AP] & Travel, Travel, Policies ard
Procedures o oblain the most cument version af PRM-13 1o review the
comphele sl of traneel nules and regulations &= well @= any other foms
or policies related o travel. Failure o comaly with regulations can
resull in nen-reimbursement of travel expenses.

University policies mandale that all airfare s purchasad through the
staba-cantracied travel agency, Chrigtophereon Buainess Travel.
Lowest logical fares must be purchased from the state-contracted
fravel agency unless approval bas been granbed prior o travel ta
purchase thie airfane Iam an abemate sgency, resuling ina 10% cost
=avings amounling to at least $100, not including the service fee.
Requests for an excepion to use an aternate t@avel apency or ba
purchase arfares from a web vendor shauld be sant o the panrsan wha
haz besn delegated this authority an your campus (ses PA-13,
Appendix B) for consideration priar 1o purchasing any airfane. All
pertinent documentatian should be attached So $ie raguast. & aritten
response via e-mail granting o denging the axception regues? will be
pravided.

Lereast logical fares ane penally tickets thal can have restrictions and
charpe penalty fees for changes or cancellationrs. If the raveler's
schedule changes resulting in a penalty and additional cost to change
the ficket, the University will remmburss the penalty incurmad when the
change ar cancallation & required by the University or due 1o atber
uravoidable silalions approved by the person who has been
delegated this autharity on pour campus [See PM-13, Appendix B).
Cerification of the regquirement for the change or cancelalion by the
traveler's Department HesdSupervisor is reguired on the raesl
axpanse reimbursemnent reguest.

Interrational aifares availahle from other sources may be less
papersiee than fares available fram the stabe-confracted Srmeel
agenoy. Onoe an employee has been granted approsal S tavel
intematiarally, the amployee is fres 1o aither: 1. Bock aifare thrawgh
the stabe-cantractied traeal agency; or 2. an employes sesks and
finds & lower fare avalable from a sounoe other than the stabe-
contractad traneel agency, the smployes mus) cblain fram the aside
sounoe & cogy of the prapased itirerary and the complete cost. This
infammaticn must be provided to the slake-contracted travel agancy
for review. The agency will determine if the airfare can be matched
or beat and, within 24 howrs, & response wil be provided (o the
travvebar and Assocabe Directar, LaCartes & Traseal, 1 the Bare can be
malchad or beal, the bcket mes! be purchased from the stabe-
contractad fravel agency and an exoepiion reguest will not be
approead. i the iravel sgency cannot malch the price, he fravel
agency will indicate via 2-mail that the Rinerary cannot be matched.
This apgroval must be attached to the Trvwel Expense Report 1o
pbitan rembursement of the cost of the ticke!. I no response is
received within the 24-hour peried, the aidane can be purchased by
ther travweber (e-mail must be attadhed (o the reimbunsemes nd penme n
el

Employess must use caution when purchasing tickets from sowces
alher than the stale-contriacied travel agency, particularly restnced
fares, many of which cannot be changed. The stabe-cantrached travel
agency will not be available 1o help with dhanges, cancellasSans, ar
ather needs when a ticket has not been purchased through their
affice. It will be the mspansibiity of the empleyes ta ensuee the ticket
meats their nesds and fo make changas, cancelations, etc, after the
ticket s purchased. Any fees associated with changes ar
cancelations are also the responsbilty of the emplayee.

LaCarte Card Program

Employess who travel on university business are spoowrsged 1o
participate in e LaCarie Card Pragram since the program alaws for
payment of business travel sxparses. Howevar, meals and personal
incidental expensss are nat alkowed on LaCarte. The single purchase
limit faor traved is 25,000 (manthly lmit of 340,000 When LaCarte is
used far paymeant of business triveal sapensss, all onginal iemimed
recaipts must be submitted. Meal per dem will be reimbursed upan
camphetion of the trip onoe the aveler submis the Expense Report
Far informatian regarding enmlment in the LaCarie Card Program,
plesss contact Accounts Payable at STE-1550.

Christopherson Business Travel
Chriglophersan Business Travel (CET) is the conractsd travel

agency. The contact information far CBT is as follows:
Phone: 800-961-0720

Email: Statel A BCETravel.com

Online suppor? phone: BES-535-0178
Email: DinlineS upporfCE Travel cam

Summary of pardnent informamon:

1. Chnstopberson Business Travel's nornal business hours are T am
to 7 pmi CST Monday - Friday. Online Support normal hours of
aparation are Bam o T pm C5T Monday - Friday.

I, The agent-asisted ransactian fee is $24.00 far Domestic and £31
far Infermational

¥, Chrstapherson Business Travel should be used for university
business travel anly.

4. Any calls made between Tpm and Tam CST wil roll over o the
After-Hours Service Provider. Afer-hours services should be
limited 1o true emergencies. Aifdare boakings should be made
during narmal business hours.

Al employaes are encouraged o use the CBT Concur Online
Booking System for travel bookings. The system link s lacated on
[Huleald under Travel Resauwees. As employees log inte gd,aLl and
dick the link, the ArPartal’s Hesder Soreen will be displaged with
the smployes’s name listsd in the upper righi-hand comer. Far
bookings, employess must dick “Book TravelManage Online
Trips,” located on fhe left-hand side of the screen, 1o be taken nlo
the Concur system. The online booking fee is £7.000 An HR
integration was oeated o povide Christophersan with basic
demographic information for active LSU emplyess, including
amglyed graduste students, fo creste profiles. Profies wil be
created in the CBT Concur Onlire Boaking System as employas HR
recards ane approved and in an acive status,

Travel Reimbursement Rates

Megls & Incioantal Expangs (MBIE) and Looging: Mo recsipbs
required for Per Diem Meals and incidental axpanses. [bamimed
recaipts ane required for ladging. Any meaks induded in the registratian
fee for & conference’oanventian must be exduded from the daily meal
allawancs, See Meals & Incldental Expensa (MEIE) and Routing
Lodging Relmburesment Schedulss «n the back of this brachure for
reimburssmeant ratas.

ENplbliity for Ralmburzemant of Meals & Incldenisl Expanas
[M&IE) and Lodglng:
A, Single Day Travel - Meals are not eligible far reimburssment an
single day travvel. Howeser, the Department Head'desigrss will
ke allawed o authorize single day mesl remburssments on a
came-hy-case basis. Any  such reimburssments muost be
considensd taxabls income o the emplayes. The fraveler must be
i travves] sltatus for & minimom of 12 hours but less than 24 hours
(o overnight stay). The masimum alowanoe for meal
reimbursement far single day travel is 75% of the MAIE rate far
the travvel destiration.
E. Incidental Expensss mchde:
. Damestic - tps for valet, porters, baggage canierns,
hotel staff, and complimentary shultle services
. Intematicral - laundryldry cleaning sardoss and tips
for walel, porters, bapgage camiers, hotel  staff,
complimantary shutte services
G, Aleohal - Reimburssmean? Tor aleabal = prabibibed.

Travelers may ba reimbursad for Confanence lodging at actual rales
in accordanoce with PRE13. Travelers must pravide documantation
designating the official conference halel and rightly rate.

Hotel State Sales Tax Exemption
Employees are encouraged 1o seek batel sales by exemption by use
of the R-1376 "Governmental Employess Hotel Lodping Seles/ies
Tax® exempton fomm located on the AP & Travel website at

hitp:itasaw i | edudsdminisirasiondofalrasiaoctpand when traveling in-
state on afficial university business.

Foar all hotel ledging, including AlRnS, only the first right's lodging can
Er prepaid ba securs the resarvation. Ledging shauld not be prepaid in
total; payment shauld be made at checkout.

Mileage
Mileage is based an the Generl Sanvices Administration (S5
rmileags rate found oAt FritpecMeaww gss gowtraselinlan.
Brookfran sportation-aifans-pov-sieiprivate h-crared-ve bicke-mikeage-

rates. Dooumentation reguired is a web-site mileage calculator or
Berginning and ending odometer reading. Tip adameter reading is not
acceplable documantation.



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

LSl

(2] TRAVEL REsOURCES  ~

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.

e 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:
e seating options, meal requests, preferred departure airport, medical
needs, hotel preferences, car rental preferences, Frequent Traveler
Programs, etc.
e TSA Secure Flight
e Required: Gender (M/F options only), DOB
e Add Passports

Credit Cards:

e 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

10
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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

= AirPortal My Travel Dashboard & —
& Dashiboards My Trips My Action Items o

My Travel Dashboard
Current/Future Past
— n Travel Approvals Pending (Advisor Booked)

No matching records found

Trips Missing Hotels

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.

Help~
SAP Concur Travel

Profile ~ &

LS 0

View Trips
Hello, Melissa

TRIP SEARCH COMPANY NOTES

& Booking for myself | Book for a guest su
4+ & = L A

Welcome to Concur, Christopherson's Online Booking Tool
This booking site is for University travel only

Flight Search B g
Read more

MY TRIPS (0) =

[ mowna oneway i Caty

Eromg)

You currently have no upcoming trips

g
| Batimore, MD - Battimore Washington In Airpart

- R R
Depart @ B B
[Foanszozz | depar ~ |[wommng v |[z3 |
Return €

-

|Fossr2022 || depart || afternoon v |[=

] Pick-up/Drop-off car at airport
(] Find a Hotel

Search by
| Price v|

[ Specify a carrier g
Fighis w/ no double connections

El ¢
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Help~

SAP Concur Travel e [ )
roflle Oy

Travel  TripLibary  Templates  Tools

Trip Summary In accordance with PM-13, University Travel Regulations, lowest logical airfare should be purchased. For PM-13, click here.
() ZR—
() select Flights NEW ORLEANS, LA TO BALTIMORE, MD Show as [UsD- v |
Round Trip SAT, MAR 19 - WED, MAR 23
MSY - BWI Show matrix  Print / Email
Depart: Sat, 0311972022
Retum: Wed, 03/23/20

Shop by Fares Shop by Schedule

Finalize Tri
P Please note: search results are based on your selected criteria and other factors including company policies. Fare, schedule or availability

information may not be complete or in neutral order.

Displaying: 95 out of 95 resuits

Change Flight Search - Flight Number Sea Q  Sorted By: | Price - Low to High v
Previous | Page: 1 of 10 | Next | Al
Depart - Sat, Mar 19 A~
[} ) 06:05a MSY -~ 09:35a BWI Nonstop 2h 30m $313.07
= o 1% Soutwest _
] ) 01:20p BWI -~ 03:15p MSY Nonstop 2h 55m
Arrive  09:35 A -08:41P
irli sh Il details v
et e e = Preferred Airline for LSU / Least Cost Logical Fare ow all details
® ®
e - 06:05a MSY - 09:35a BWI  Nonstop 2h 30m $317.58
® ® T4 Southwest! ViewFares
e aee e 12:50p BWI - 05:00p MSY 1 stop 5h 10m
Southwest 626 operated by 00
Price ~
Preferred Airline for LSU Show all details
L]
Price $313.07 -$744.15
06:05a MSY - 09:35a BWI Nonstop 2h 30m $322.08
Display Settings o FZ Southwest View Fares
e 04:45pBWI > 11:40pMSY  1stopBNA  7h55m
[ Hide fights without refundable fares
[ Hide Propeter Planes Preferred Airline for LSU Show all details v
[ DU,
Trip Summary In accordance with PM-13, University Travel Regulations, lowest logical airfare should be purchased. For PM-13, click here.
‘:‘:f/" Select Flights NEW ORLEANS, LA TO BALTIMORE, MD Show as St
Round Trip SAT, MAR 19 - WED, MAR 23
MSY - BWI Show matrix  Print / Email
Depart: Sat, 03/19/2022
Return: Wed, 0. 0.
Shop by Fares  Shop by Schedule
Finalize Trip Please note: search results are based on your selected eriteria and other factors including company policies. Fare. schedule o availability
information may not be complete of in neutral order
Change Flight Search o Flight Number Search Q, Sorted By: | Price - Low to High v Displaying: 95 out of 95 resuts
Previous | Page: 1 of 10| Next | Al
Depart - Sat, Mar 19 N
L] L] 06:05a MSY — 09:35a BWI Nonstop 2h 30m $313.07
Deparl 0805 A- 1153 4 FZ Southwest o E
° 0 01:20pBWI -~ 03:16p MSY  Nonstop 2h 55m © e
Amive 09:35A-08:41P
Roturn - Wed, Mar 23 R Preferred Airline for LSU / Least Cost Logical Fare Hige all details ~
L ® DEPART X Sat,Mar 19 - New Orleans, LA to Baltimore, MD Flight detals
Depart 12:00P-05:45P
. 0 }
Arive 03:15P - 11:50 P RETURN % Wed, Mar 23 - Baltimore, MD to New Orleans, LA Flight details +
Price ~
° Fare Options Free Checked Bags Refundable
Price $313.07 - $744.15 Wanna Get Auay (G) , y ———
Rules Benefits/Senices © (]
Display Settings ~
Display Settings Anytime (G} 2 Yes
(W] o e T D Rules Benefits/Senices Fees may apply A $377.23
[ Hide Propeller Planes
View more fares
[ DepartReturn Same Airport Only
Worldspan

[ mirport Fitters ~
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AP Col

Travel

Travel

Trip Library  Templates

Trip Summary

Flights Selected
Round Trip

MSY - BWI
Depart: Sat. 03/19/2022
Return: Wed, 03/23/2022

Finalize Trip

Tools

Profile

Review and Reserve Flight
REVIEW FLIGHTS
DEPART X Sat, Mar 19 — New Orleans, LA to Baltimore, MD Hide details ~

Sat, Mar 19 06:05aMSY — 09:35a BWI 2n30m  Southwest 4025
Boging 737-800 (winglets)

RETURN % Wed, Mar 23 — Baltimore, MD to New Orleans. LA Hide details

Wed, Mar23 01:20pBWI — 03:15p MSY 2h 55m Southwest 736
Boeing 737-800 (winglets)

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

Primary Traveler Edit | Review all
Name: Melissa Roper Fay ~ Phone: 225.578-8594 Em:

Frequent Flyer Programs Add a Program
For Southwest

| 1o program setectea v |

SEAT ASSIGNMENT

Pre-reserved seats are not available for this flight.

REVIEW PRICE SUMMARY
Description  Fare Taxesand Fees  Charges
Airare $264.44 54863 $313.07

Total Estimated Cost: §313.07
Total Due Now: $313.07

SELECT A METHOD OF PAYMENT

How would you like to pay?

[ Lacarte (.0818) v|@ Edit| Add credit card

*Indicates credit card is a company card

A This is a Non-Refundable Ticket
Customers hokding NON-REFUNDABLE type fickets may USUALLY cancel their journey, and reuse these tickets to any desfination in the carrier's system, within one year
folowing the DATE OF ISSUE (READ THE FARE RULES o be certain this appies). Reservations MUST be canceled by the intended (original) departure day, or tickets wil
be void and have NO value for future use. These rules apply to DOMESTIC ficketing only

By completing this booking, you agree to the fare rules and restictions and hazardous goods policy.

Reserve Fightand Continue _
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Mandatory Emplovee 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 11:539pm.

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.
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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

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

OFFICE OF

HUMAN RESOURCE MANAGEMENT

LSLU)

Leave Guidelines for Faculty

LSU Leave and Employment Policies

e PS-12: Leave Guidelines for Academic, Professional and Classified Employees

e PM-20: Leave Policies for Academic and Unclassified Employees and Classified Personnel,
Louisiana State University System

e  PS-79: Flexible Work Hours and Staffing

e 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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