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Business Liaisons are #1 Service Point
• Campus business partners are the primary point 

of contact for travelers and cardholders in their 
department
– Facilitate report creation and questions to ensure travelers 

and cardholders do not experience administrative burden 
and can continue to serve their primary job function for 
the university

– Business partners are the "go-to" person for their 
department(s) and are responsible for communicating 
information to travelers/cardholders on internal and 
university processes



Critical Role of Business Liaison

• Primary quality control point
– Validate funding/expense types
– Verify expenses claimed are allowable under 

department/university policy
– Provide comments/details needed for understanding and 

processing of expense
– Ensure all receipts and required documentation are 

attached
– Communicate important information to travelers and 

cardholders in your unit(s)



Topics Covered

• Future Functionality
• Expense Report Review

– Report Header
– Travel Allowance (aka M&IE)
– Mileage
– Funding
– Receipts
– Expense Types
– Policy
– Related Expenses
– Required Forms & Documents

• Questions



Follow up from last week

• Users need: Requests/Reports that were 
approved & charges on University Airfare Card
o Access to more information

• Solution: Setting up groups and building a 
Dashboard for business staff to see all activity
o ETA: a few weeks



Reviewing an Expense Report Header

• Is this the correct 
Report Type for the 
expenses?

• Is there Personal 
Travel?

• Was this In-State 
Travel?

• Are there any 
comments you need to 
be aware of?



Reviewing a Travel Expense Report



General Viewing Suggestion



Reviewing Travel Allowances

• From the Menu Options Click the dropdown arrow next to Details
• Under Travel Allowances Choose Expenses & Adjustments



Double check:
• To/From
• Departure/Return Dates
• Departure/Return Times

Reviewing Travel Allowances 



Reviewing Travel Allowances 

Verify Meals Provided & Excluded Days 



Reviewing Mileage Allowance 

Click on Personal Car Mileage



Reviewing Mileage Allowance 



Reviewing Funding

Verify all expenses are allocated to departmental funding not NKSUDFAULT
***exceptions – Default funding may be used for Fraud on a P-Card or reimbursement to the 

University for a personal expense on a P-Card.***



Reviewing Funding



Reviewing Funding



Reviewing Funding



Receipts

Hover cursor on the icon to see that individual receipt 
no icon > no receipt



Receipts

.140 Miscellaneous Expenses
Employees may be reimbursed for 
miscellaneous expenses incurred during 
travel such as local transportation fares, 
purchase of supplies, registration fees, 
and other similar miscellaneous 
expenses identified below. Receipts 
evidencing each miscellaneous 
expenditure should be submitted with 
the travel claim form, except no receipts 
are required for: telephone calls, local 
taxi fares, city bus fares, unattended 
parking meters, and unattended toll 
booths.



Expense Types

Expense Type



Policy, Related Expenses, and Required Forms & Documents

Verify expenses are allowable
• Still uncertain contact General Accounting 

• genacctg@ksu.edu
• 785-532-6202         

Ensure all expenses are accounted for or recognized
• Charges to University P-Card are linked to expense report

• Travel vs Procurement Card Report
• Ensure Procurement Card Charges are not marked Out of Pocket

• Expenses paid for by other means are noted and identified as such 
• If accidentally paid by another employee, reference said employee’s name and 

travel report number
• Expense paid by host, by wire to vendor, not seeking reimbursement - Add 

notes to comment boxes were applicable
Required Forms & Documents
• Official Hospitality – must attach a completed and approved Official Hospitality form
• Driving vs Flying Cost Comparison

• attach completed Cost Comparison form
• Include all supporting documentation which substantiates amounts listed on 

the form

mailto:genacctg@ksu.edu


Questions?


