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    Travel News
See university travel news below (and in these archived NewsLink articles). 
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          Travel Office Hours Summary (January-December 2024)
  
  
          April 3, 2024    
          Summary of Travel Office Hours (January-December 2024)
  
  

  
      
          Fiscal Year-End Support: Travel Working Lab
  
  
          March 18, 2024    
          See more information about the Travel Working Lab for FY-End

  
  

  
      
          Join Us! Travel Information Session: Cash Advances
  
  
          March 8, 2024    
          The University Travel Office is offering a special information session following our April Travel Office Hours to provide guidance and resources with requesting and reconciling cash advances for business travel.

  
  

  
      
          Travel - Office Hours (monthly)
  
  
          March 1, 2024    
          See more information about Travel Office Hours.

  
  

  
      
          Join Us!  Travel Information Session: Combining Business with Personal Travel
  
  
          February 16, 2024    
           The University Travel Office is offering a special information session following our March Travel Office Hours to provide guidance and resources to assist with planning and arranging business travel that includes personal travel.
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            Tools and Resources          

                  Training and Job Aids
Business Travel Discounts
Travel Resources
FAQs
ARC



      

      



    


            
  
          
                    

      
                  
            Contact Us          

                  Ohio State Travel Office
8 am-5 pm (Mon-Fri)
614-292-9290
travel@osu.edu



      

      



    

        

      

    
    

    
  
 
  

  
  
    
    
      
        
            
    Tools & Resources
Training and Job Aids

[bookmark: TrainingResourceGuides]Travel Training at BuckeyeLearn:

Introduction to Business Travel at OSU (ONLINE)
This 10-minute session is recommended for OSU employees who travel or employees who arrange travel for others. New employees or those with busy schedules will benefit from a brief, high level introduction to OSU Business Travel, with policy highlights, useful resources and directions on where to get help.  >> Go to Introduction to Business Travel at OSU
Business Travel Life Cycle Training (2 options):
(ONLINE) This self-guided online curriculum is for employees who travel frequently or employees who routinely arrange and process travel on behalf of others. The curriculum is broken into 4 modules that cover the Travel Life Cycle. Learners can add all the modules to their transcript in one curriculum or complete each individually. Modules include:  Travel 1: Planning Business Travel (20 minutes); Travel 2: Requesting Business Travel Authorization (30 minutes); Travel 3: Booking and Arranging Business Travel (20 minutes); and Travel 4: Expensing Business Travel (25 minutes).  >>Go to ONLINE (Self-Guided) Business Travel LIfe Cycle
(LIVE AND INTERACTIVE) This live and interactive course is for employees who travel frequently, employees who routinely arrange travel for others, and employees who administer business travel processes. The course is broken up into 5 segments and provides more comprehensive guidance to the Business Travel Life Cycle with live demonstrations and participant engagement. Participants can choose the attendance method that suits their preference: In-Person (Classroom) must bring own laptop or Virtual (Teams Meeting) must have Microsoft Teams application on laptop or PC with audio/video/chat capabilities.  >>Register for LIVE AND INTERACTIVE (Virtual or Classroom) Business Travel Life Cycle

[bookmark: ResourceGuides]Job Aids
Workday Additional Workday Job Aids are available at the Administrative Resource Center.
	aUTHORIZATION	eXPENSES & REIMBURSEMENT
	SA - Create a Spend Authorization	ER - Create an Expense Report (Travel)
	SA - Find and View Spend Authorization	ER - Find and View Expense Report
	SA - Edit or Change Spend Authorization	ER - Edit or Change Expense Report
	SA - Cancel or Close Spend Authorization	ER - Cancel an Expense Report
	ECM - Find|Create|Change an External Committee Member	ER - Find Reimbursement Payment Information

Concur Booking Tool
	Completing Concur Profile 	Booking Airfare for Another Employee 
	Assigning Travel Assistant	Booking Airfare for a Guest 
	Booking Airfare for Yourself 	Changing or Canceling Airfare 

General
	Cash Advance Process
	Repayment Process for Personal Expense Charged to University Payment Tools (PCard)
	Running Historical eTravel data in Tableau 




Business Travel Discounts

[bookmark: BusinessTravelDiscounts]
Airfare Discounts
University business travelers can realize negotiated discounts on published airfare through the carriers listed below when tickets are issued directly with the university’s contracted travel agencies.
	American
	Delta
	Southwest
	United
 


Airport Parking - visit links below for rates and reservations for parking at the John Glenn Columbus International Airport:
	Thrifty
	Parking Spot
	Columbus Airport Lots
 


Hotel/Accommodations
	National hotels may offer discounted rates for university business-related travel when booked with the university’s contracted travel agencies.
	Local (Columbus area) hotels may offer discounted rates for university business-related travel.  See Contract Book for options.
	When making reservations inquire about educational institution or government rates (if applicable to the hotel franchise).  Be sure to check with the hotel before departure to ensure an OSU ID is acceptable form of government ID for check-in.
 


Rental Car - the university’s contracted suppliers for vehicle rental services include:  National Car Rental, Enterprise Rent-A-Car and Hertz Car Rental.
	Before making a reservation, review the university's business vehicle rental FAQ and Business Rental Summaries for more information on benefits, insurance, international rentals and other general information.
	University business travelers should refer to the Travel Policy and other related policies prior to incurring vehicle rental expenses. Note:  University insurance requirements noted in the Travel Policy may not be included with international rentals.  Additional fees and insurance requirements may be applicable to the laws of the country/region.

To view rates, insurance details or make a business reservation, go to secured login: Rental Car Discounts.
Personal discounts for leisure travel may be found at Ohio State Human Resources (Buckeye Nation Rewards) and are not monitored by the Ohio State Travel Office.
 

Ground Transportation (Ride Services)
	Lyft offers a variety of transportation options through Ride Smart, Lyft Concierge, Lyft Pass and more.  Get more information.



Travel Resources

[bookmark: resources]Per Diem Rates 
	Domestic
	Foreign

International Resources
	Center for Disease Control and Prevention
	Foreign Currency Converter
	Foreign Languages Translation for Travelers
	State Department Passport Information
	State Department Travel Advisories
	Visa and Passport Service

Transportation Resources
	Airline/Airport	Airport Codes
	Transportation Security Information (TSA)


	Charter Bus	TTM Charter Bus Fleet
	OSU Contracted Bus Fleet


	Mileage Rates
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  Office of Business and Finance
TUITION & FEES OR TO SUBMIT SCHOLARSHIP CHECKS | 281 W. Lane Avenue | Columbus, Ohio 43210



              
    To make tuition payments or submit scholarship checks, please visit Buckeye Link located on the first floor of the Student Academic Services building, 281 W. Lane Avenue, or call 614-292-0300.
 
Have questions or comments? Please see the contact information on the relevant department's page or use our contact form.  
The Ohio State University strives to maintain an accessible and welcoming environment for individuals with disabilities. Contact us for questions or feedback about accessibility 
NON-DISCRIMINATION NOTICE
Privacy Statement

  

    

  


 
    
  