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Business Ops Finance

Travel Estimation/Expense Form
 Who:  Traveler or their support staff
 What:  Estimation of trip expense (pre-travel) or 

actual expenses (post-travel)
 When:  At time trip is known or upon return
 Where:  Form is in the Business Ops portal  
 How:  Log in to Business Ops portal, select 

Finance, and select Travel Estimation/Expense 
Form
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 Guided Smart Form:
 Traveler
 Dates & Status
 Destination & Purpose
 Funding
 Transportation
 Lodging
 Miscellaneous Charges
 Summary
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Traveler Information
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Dates & Status
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Destination & Purpose
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Funding
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Funding – Sponsored Programs
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Transportation
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Lodging
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Miscellaneous Charges
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Summary
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Travel Estimations (pre-travel)
 Business Operations enters in PeopleSoft Financials and submits 

on the traveler’s behalf
 Supervisor and Budget Approvals required
 Department has full authority to update and change if needed
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Expense Reports (post-travel)
 Business Operations builds expense report in PeopleSoft
 Traveler submits PeopleSoft expense report – only action 

traveler must take in this process
 Supervisor and Budget approvals required
 Department has full authority to update and change if needed
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Pre-trip Communication
 Who:    Traveler
 When:  On the Wednesday before a trip
 How:    By email
 What:  

 Link to the central Controller’s travel office and policies
 How to submit receipts, including a link to Business 

Operations receipt form
 Reminder to have important phone numbers when 

traveling
 How to submit per-diem 
 Next steps to process the expense report when the 

traveler returns
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Post-trip Communication
 Who:    Traveler
 When:  On the Wednesday after trip
 How:    By email
 What:  

 Link to the central Controller’s travel office and policies
 How to submit receipts, including a link to Business 

Operations receipt form
 How to submit per-diem information
 Steps to process the expense report when the traveler 

returns
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Post-trip Communication – Per Diem 
 Spreadsheet is sent with the pre- and post-trip 

communication  
 Email completed sheet to businessops@louisville.edu
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Travel Receipts
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Expense 
Report

Travel Receipt web form

Email to Business 
Operations

Provide paper receipts 
to Business Operations

Reimbursement
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Weekly Follow-up Communications
 Reports are analyzed weekly to view all expense reports in 

pending status
 Targeted reach out is done to inform the traveler what is 

needed for the expense report   
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Travel Questions

• If you have any questions about your travel, contact 
businessops@louisville.edu

Operations Support Services
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Communications

Travel Estimation to Reimbursement Communications
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