Kellogg Staff Meeting, October 2007
Online Air Travel Booking, Account Reconciliation Procedures and Policies

Use Tower Travel’s Online Booking Service – Compass – Save $$$
Kellogg travel arrangers should arrange air travel for themselves or others in their department online, get Dean’s office approval online and directly charge air tickets.    If you are a new travel arranger, you will be prompted to complete a travel profile when you enter the site.  If you are arranging travel for others in your department, ask them to create their own profile first and then give you proxy as their travel arranger.  Here is more information about Compass:

Compass
Online booking tool found at: https://snap.it.northwestern.edu/it/snaps/createtravelprofile.cgi
E-mail Support: support@towertravel.com
Phone: 630/928-7090
Hours: 8:30 a.m. - 5:30 p.m. Monday - Friday
24-hour emergency service is available for reservations only. (There is an $18 service charge for the emergency service.) Please have your itinerary available before calling.

Compass will accept CUFS or credit card billing. 
Budget Statements, Department Finances, Account Reconciliation September budget statements have been distributed.  Fiscal Year 2007 year end balances have not yet rolled forward into FY 2008.  To access budget statements online, use View Direct.  To access the details related to payroll charges, use Vista Plus. Please contact Gisela Gutierrez if you need access to View Direct or to Vista Plus.  
Department Finances:  Budget statements are to be passed out to account managers, for their review.  Sit down with your department chair to review the department operating account and other accounts used by the department.  Make sure that your department’s account managers have access to the financial information and understand charges made against the accounts for which they are responsible.  Contact Andrea Munoz, Deborah Garcia or Gisela Gutierrez with any questions you may have about charges.  Olga Rozinskaya can help you to research any questionable payroll charges.
Account Reconciliation Procedures:

Accounts should be reconciled monthly, matching all charges recorded on budget detail statements to actual backup documents (copies of purchase orders, invoices processed, iv/rac copies, etc.)   Reconciliation should be done by someone other than the person initiating the payments (for example, accounting clerk initiates payments/reimbursements, and DA reconciles accounts).  

