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BAS

BFS Agenda

• Staffing Update  (Aver Smith)
• AB 1887 Prohibited States  (Aver Smith)
• Vendor Specific Agreements  (Aver Smith)
• Group Travel  (Dorthea Ford)
• Credits vs. Refunds (Dorthea Ford)
• Connexxus Service Fees  (Sandra Danford)
• CTS Card Booking Issues  (Sandra Danford)
• US Bank PO’s  (Sandra Danford)

8/9/2018
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BFS Staff Updates

Vendor Maintenance 
• Valerie Davis (internal move)

Accounting Assistant III 
• Philisa Merino-Dent

8/9/2018
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California State Law 
AB 1887

• Aver Smith

8/9/2018



BAS

BFS Prohibited States Law

• Effective 1/1/2017, California prohibits state-funded
travel to a state with discriminatory practices based 
on sexual orientation, gender identity and gender 
expression*

• The Law also prohibits requiring employees to travel 
to these states against their will*

• It expressly identifies UC as an entity subject to these 
restrictions

• iTravel enhancement to add Oklahoma as a restricted 
state is pending

*certain exceptions apply

8/9/2018
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BFS Prohibited States

• California Attorney General’s Office published list of  
prohibited states:

• Kansas
• Mississippi
• North Carolina
• Tennessee

• Additional state added as of 6/1/18
• Oklahoma

For more information please refer to the Accounting website under Travel/Quick Links 
for:

• AB 1887 Prohibited States FAQ 
• http://www.ucop.edu/central-travel-management/_files/ab1887-faq.pdf

• UCOP Travel Guidance for AB 1887
• https://www.ucop.edu/central-travel-management/resources/ab-1887-travel-prohibition-to-

certain-states-using-state-funding-source%E2%80%8B.html

8/9/2018
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Vendor Specific Agreement
• Aver Smith

8/9/2018
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BFS Vendor Specific Agreement

• A vendor specific agreement is one in which the 
vendor correlates with the agreement

• On a DAPO, the agreement is locked once the order is 
encumbered

• Which means that, if it's a vendor specific agreement, the 
vendor can't be changed after it's encumbered.

• If it's not a vendor specific agreement ("Misc. 
Purchases" for example), or if it's a PO, the vendor 
can be changed up until a voucher has been created 
for the order.

8/9/2018
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Group Travel
Dorthea Ford
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BFS Group Travel

Group Travel is when 2 or more people are traveling to 
the same destination for the same duration and has been 
assigned a pre-approved group leader.

• examples are student field trips, athletic team events, study 
abroad trips, department retreats

Group travel is not:
• The convenience of submitting one travel voucher for 

multiple travelers.

7/13/2015 10
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BFS GROUP TRAVEL (cont’d)

08/06/2018

• University travelers traveling to the same location are 
expected to pay their own travel expenses. 

• University travelers shall not be reimbursed for expenses 
paid on behalf of others with the exceptions of:

• Co-travelers sharing a room
• Supervised Group Trips
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BFS GROUP TRAVEL (cont’d)

08/06/2018

Payment of Group Subsistence Expenses

• University (Purchasing) may negotiate agreements with 
restaurants, hotels, and similar establishments to 
furnish subsistence to a group or groups of University 
employees when it is to the University’s advantage.

• Under such an agreement, the vendor may be paid 
either by the group leader or by billing the University.
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BFS GROUP TRAVEL (cont’d)

Reimbursement of expenses related to negotiated 
agreements may be claimed by group travelers as 
follows:

• Group leaders who pay all or part of the group’s expenses 
may be reimbursed by submitting a claim for the actual 
expenses incurred. 

• The claim must be accompanied by the vendor’s invoice/receipt 
showing payment in full. 

• Members of a group who have some portion of their 
subsistence expenses paid by the group leader may claim 
reimbursement for the remainder of their subsistence 
expenses.

7/13/2015 13
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BFS GROUP TRAVEL (cont’d)

08/06/2018

Guide to Pay & Reconcile Group Travel
• Assign a Group Leader. 
• Get pre-approval from group leader supervisor 
• Determine the types of expenses
• Determine the Destination
• Request any expenses that can be prepaid/direct bill to avoid 

financial burden to group leader.
• Airfare (booked through Connexxus)
• Lodging
• Conference Registration

• Excluding meals, lodging and entertainment
UC Travel card or cash advance can be used to avoid out of pocket 
expenses 

• Obtain the receipts and list of travelers from the Group Leader
• Report expense after trip Completion

• Note any related trip, numbers in comments
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Travel Credits vs. Refunds
Dorthea Ford

10/3/201615
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BFS Travel Credits vs Refunds

08/06/2018

What is the difference between a Credit and a Refund?

A travel credit is an courtesy offered by an airline to a traveler 
for use on future flights when airfare is cancelled on a non-
refundable ticket. 

A travel refund occurs when the airfare is eligible; the refund 
is applied to the original method of payment.
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

Travel credits are held by the airline that booked the initial trip and 
differ according to the ticket type.

• Domestic tickets
• Non-refundable fares - airline may allow unused ticket value to be 

applied to a new trip 
• Airline change fees may apply when the credit is used 

• Mixed fares – include both refundable fare and non-refundable 
portions

• Entire ticket will be considered non-refundable
• Basic Economy fares – may not allow for any changes or refunds; please 

refer to the airlines terms and conditions

If the credit or new itinerary includes multiple airlines, the credit may not be 
eligible for re-use. It may be necessary to contact a full service agent for 
assistance.
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BFS Travel Credits vs Refunds (Cont’d)

International tickets:
• Re-use rules 

• In some instances, airlines may require a new trip to be 
booked at the same time the trip is canceled to retain value of 
the original ticket

7/13/2015 18
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

• Additional Information
• Fare differences between the credit value and the new ticket will apply.
• Some airlines may allow the use of a credit for a different traveler. An 

additional name change fee usually applies
• Southwest Airlines does not allow name changes
• As a benefit of the Connexxus program, American Airlines, Jet Blue, and 

Virgin America tickets purchased through the Connexxus program are 
eligible for name changes.

• Assistance with a name change is provided by full service agents and 
an additional service fee will apply.
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

• If you cancel your ticket, the original booking fee applies. If cancelled 
after the first 24 hours (void period) the ticket becomes an unused 
ticket, and the traveler may be able to apply the credit to future 
travel. 

• Airlines usually charge a change fee + fare difference. In addition, 
booking fee(s) will apply to the new ticket.

Travel agency To change or cancel

1 BCD Travel 1.To change or cancel a booking, call a BCD agent for 
assistance.

2 UC Travel Center 1.To change or cancel a booking, call a UC Travel 
Center agent for assistance.
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

Unused ticket credits with BCD
• Travelers with a Connexxus profile will be able 

to see their unused credits on the home 
page, flight result page, and the fare results 
page. 

• This information is also visible to your 
designated arrangers and your BCD 
Travel full service agents.

• Credits are viewable and ready for use within 
24 business hours of the trip cancellation.

• Credits for profiled travelers are 
automatically applied when a new trip on the 
same airline is selected, and the new fare is 
higher than the credit.
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

Unused ticket credits with UC Travel
• From the home page, unused ticket count is 

displayed. 
• Unused tickets must be used with the same 

carrier. 
• Available Exchange Tickets will appear as a 

reminder at the top of the screen as 
travelers/travel coordinators continue with 
selections.  
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

Credit Terms
Each airline determines its own rules and fees:

• Most airline fees begin at $200 for domestic 
tickets or $350 for international

• Fees for rebooking with credit are not always 
deducted from the credit itself 

• United/Delta require fees be paid separate 
from credit

• Southwest Airlines does NOT charge any fees
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BFS Travel Credits vs Refunds (Cont’d)

08/06/2018

Refunds may be obtained when:
• Airfare cancelled within 24 hours of the booking

• Original booking fees still apply

• Refundable tickets

• Refundable fares – no credits, full refund;
• Refundable Tickets are generally more expensive

• International Tickets
• Refundable fares with a penalty

• Penalty  amount is deducted from the refund amount
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Connexxus Service Fees 
Sandra Danford
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BFS Connexxus Service Fees

• Service fees vary by agency and by level of service 
provided.

• UC’s preferred agencies fees are competitive with the 
fees others charge.

8/9/2018
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BFS Connexxus Service Fees

The following screens include the service fee’s for Connexxus 
agencies. They can be found in Connexxus’ Help Center under 
Contact

8/9/2018
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BFS Connexxus Service Fees (cont’d)

• Online Service Fee’s

All service fees are assessed per ticket issued
8/9/2018
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BFS Connexxus Service Fees (cont’d)

• Tickets with Agent Assistance

All service fees are assessed per ticket issued
8/9/2018
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BFS Connexxus Service Fees (cont’d)

• Other Service

All service fees are assessed per ticket issued

8/9/2018
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BFS Non--Service Fee Support 

• Not all inquiries/support incur agent fee’s. Connexxus 
included the following item in their FAQ’s

8/9/2018
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BFS Booking Issues -- Southwest 

• Southwest flights booked using the ghost card through 
BCD or UCTC is a particular issue due to instant booking. 

• The ticket is booked even if 999999’s are entered or even if 
the Connexxus ID Field is left blank.

• Airline reservations other than Southwest, will remain on hold for a 
BCD/UCTC agent to resolve without a ticket being issued.

• The first 24 hours after booking are considered “void periods” 
by the airlines. 

• This means the airfare can be cancelled and re-issued without 
assessing airline change fee’s. 

• This means there is less than 24hrs to enter a valid PO number or cancel 
a Southwest reservation. 

Errors for Southwest bookings not resolved within 24 hours of 
booking can result in additional service fees and lost airfare 
funds for your department!

8/9/2018
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BFS Booking Issues –– All Airlines 
• Traveler Names 

• Coordinators accidently booking for themselves vs traveler
• Name entered does not match travelers ID

• There are 3 opportunities while booking to verify the passenger name
• If the traveler is from UC and the name is not correct, the name needs to be 

updated via UC Path. Some changes may need a manual entry (i.e. 
hyphenated names, no middle name, etc.) please send an email to 
travelfeedback@ucr.edu for these cases.

• If the traveler is a guest, please have them send you a copy of their ID so you 
can make sure the name is entered correctly when booking the reservation

• Trips not being put on hold by travelers selecting the CTS Card
• Southwest is a particular issue due to instant booking. 
• Travelers are not responding or seeing emails from BCD to provide 

additional information.

These errors can result in additional service fees and lost airfare 
funds for your department!

8/9/2018
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BFS Traveler reserving with CTS - plus name verification examples

• The following slides will outline a sample booking 
• This will model the steps a traveler can take while reserving 

their flight when selecting the CTS card

• We will also will highlight the area’s that allow for traveler 
verification

• This point of view is a traveler booking for themselves. As a travel 
coordinator, the name should match the traveler you are booking 
for.

8/9/2018
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BFS Traveler booking with CTS - plus name verification examples (cont’d)

8/9/2018

Traveler verification # 1 – if you are the Travel 
Coordinator and see “booking for myself” STOP NOW!!
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BFS

8/9/2018

Traveler can view different airfare options
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BFS

8/9/2018

Traveler can view different airfare options cont.

Traveler ok to select flight
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BFS

8/9/2018

Traveler  name 
verification # 2

How the name 
appears here is 
how it will print 
on the ticket. 
THIS MUST 
MATCH THE ID 
USED FOR 
BOADING THE 
FLIGHT!!

Traveler can review and reserve the flight
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8/9/2018

Traveler can review and reserve the flight cont.

Traveler ok to hit “Reserve Flight 
and Continue”
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8/9/2018

Traveler Verification 
spot #3

Traveler can review details
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Traveler ok to hit “next”

Traveler can review details cont.
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8/9/2018

A traveler selecting the CTS card, must stop at this screen. 
THE ONLY THING THE TRAVELER SHOULD DO IS PLACE THE TRIP ON HOLD 
THEN EMAIL YOU TO FINALIZE THE TRIP!!!!
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US Bank PO’s
Sandra Danford
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BFS Sample #1 - Incorrect Documents for US Bank PO

8/9/2018

These are the charges we received from BCD

This is the body of the related PO
Airfare is 
fine; total 
equals both 
tickets

Service fee 
is not fine, 
only one 
service fee 
noted
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BFS Sample #1 – Incorrect Documents for PO (cont’d))

8/9/2018

The next three screens show the document attached to the PO which is the Trip 
summary from BCD. This is not the correct document to use to finalize the PO

This trip is 
booked but 
not yet 
ticketed!
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BFS Sample #1 - Incorrect Documents for PO (cont’d)

8/9/2018



BAS

BFS Sample #1 - Incorrect Documents for PO (cont’d))

8/9/2018

While the 
amounts are all 
estimates and 
quotes, this 
document does 
show that two 
separate tickets 
will be booked



BAS

BFS Sample #2 -- Missing Service Fee

8/9/2018

These are the charges we received from BCD

This is the body of the related PO

Airfare is fine; 
total equals 
both tickets

Service fee is not 
fine; only one 
service fee noted
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BFS Sample #2 -- Missing Service FFee (cont’d)

8/9/2018

The next two screens show the document attached to the PO which is the receipt 
emailed from BCD. This is the correct document to use when finalizing your PO.
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BFS Sample #2 -- Missing Service Fee (cont’d)

8/9/2018

The receipt 
clearly 
shows two 
airfare 
tickets and 
two service 
fees
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BFS Sample #3 - Amounts don’t match documents

8/9/2018

These are the charges we received from BCD

This is the body of the related PO
Service fee 
is fine!

Airfare 
exceeds 
billed 
amount by 
$7.50
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BFS Sample #3 - Amounts don’t match documents (cont’d)

8/9/2018

Airfare line 
was set up for 
total amount 
rather then 
amounts 
noted as ticket 
and Service 
fee. This will 
result in an 
encumbrance 
left on the PO.


