
Updates/Announcements

Business Manager Meeting



Workday Updates

�…







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:
�…



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.







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



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.
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