Accounts Payable & Travel
Updates



American Airlines Unused Tickets

-
American Airlines has acknowledged the State Travel’s refund request

Reconciling/accounting for the eligible unused tickets

Journal entries will be processed to credit the original accounts once
the refund Is received



Travel Agency

-/~~~
Contracted travel agency is Christopherson Business Travel (CBT)

CBT UNIVERSITY TRAVEL TEAM
Monday — Friday 7a.m. — 7p.m. CT
P: 800-961-0720

E: Statelaunivi@CBTravel.com

Ssummary of pertinent information:
1. Christopherson Business Travel normal business hours are 7:00am to 7:00pm CST Monday-Friday.
2. The agent-


mailto:Statelaunivl@CBTravel.com
mailto:Statelaunivl@CBTravel.com

CBT Concur Online Booking System
-

Link to CBT Concur Online Booking System is located on myLSU under
Travel Resources.

Upon myLSU login and clicking the link, users will land on the Header
screen Iin Airportal.

Users must click, Book a Trip on the left-hand side of the screen to be
taken into the Concur site.

Online booking fee is $7.



New Hires
-
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