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Week	of	May	28,	2018

UH	West	Oʻahu	ranked	No.	9	for	online	Accredited	Business	Degree
UH	West	Oʻahu	was	ranked	No.	9	by	GoPius.com’s	listing	of	Top	10	Colleges	to	Get	Accredited	Business	
Degree	Online.	GoPius.com	is	an	eLearning	platform	than	serves	the	learning	and	training	needs	of	people	from	
all	kinds	of	organizations.		
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UH	System	President’s	Year	in	Review	calls	attention	to	new	West	Oʻahu	degrees
UH	President	David	Lassner’s	Year	in	Report	given	to	the	Board	of	Regents	noted	UH	West	Oʻahu	is	working	to	
ensure	it	can	continue	to	grow	enrollment	to	meet	the	needs	of	the	region	and	that	notable	new	degree	
programs	include	the	BA	in	Creative	Media	and	BS	in	Natural	Science	at	the	Kapolei	campus.	Lassner	also	
called	attention	to	UH	West	Oʻahu’s	new	Administration	and	Health	Science	Building	and	the	breaking	of	ground	
for	a	Creative	Media	building.

Avaya	Voice	Messaging	upgrade	scheduled	for	early	morning,	Thursday,	May	30
On	Thursday,	May	30,	from	3	to	6	a.m.,	UH	ITS	will	be	performing	upgrades	to	the	Avaya	Aura	Messaging	
software	and	servers	which	provide	voice	mail	services	to	all	UH	campuses.	During	this	time,	voicemail	and	
voice	menus	will	not	be	available.	Calls	will	not	be	answered	by	voicemail	and	callers	will	not	be	able	to	leave	
messages.	Regular	voice	phone	calls	will	not	be	affected.
	
6	a.m.	will	be	a	hard	stop.	If	any	problems	are	encountered	with	the	upgrade	on	May	30,	existing	hardware	and	
software	will	be	rolled	back	and	voice	mail	services	will	be	restored	by	6	a.m.	Any	questions	or	concerns,	please	
contact	the	UH	West	Oʻahu	IT	Networks	team	at	uhwo-it-networks-l@lists.hawaii.edu.	Thank	you	for	your	
understanding	and	patience.
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Business	Affairs	updates	Travel	FAQs	based	on	recent	questions	received
Business	Affairs	has	updated	its	travel	FAQs	included	in	Laulima	(and	attached	below)	based	on	recent	
questions	received	and	updates	received	from	Disbursing	and	Procurement	offices.		Also,	as	a	friendly	
reminder,	for	travel	that	includes	both	business	and	personal	travel,	please	ensure	that	your	airfare	quotes	(for	
comparison	purposes--i.e.,	business	only	vs.	business	+	personal)	are	made	on	the	same	day.		

Island	Savings	hosting	Benefits	Fair	at	Oʻahu	Veterans	Center	in	Foster	Village	May	29
Island	Savings	Plan	will	be	hosting	a	Benefits	Fair	on	May	29	from	9	a.m.	to	4	p.m.	at	Oʻahu	Veterans	Center	in	
Foster	Village.	The	fair	provides	an	opportunity	for	employees	to	learn	about	the	Island	Savings	Plan,	changes	
in	the	plan,	gain	a	better	understanding	of	the	choices	within	the	plan	(especially	the	available	investment	
options)	and	thereby,	enabling	employees	to	make	better	informed	decisions.	

The	Governor	has	approved	the	use	of	up	to	two	hours	of	work	time	(which	includes	travel	time)	for	State	
employees	to	attend	one	fair	this	year.		Please	ensure	proper	authorization	has	been	received	from	your	
supervisor	prior	to	attending	the	benefits	fair.	Please	click	on	the	link	for	more	information:	
https://www.hawaii.edu/ohr/state-of-hawaii-employees-benefits-fair-on-oahu/
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Photo	courtesy	Nan	Inc.	

Rail	station	work	continues;	to	affect	traffic	on	Kualakaʻi	Parkway	near	campus	this	week
Work	on	the	Keoneʻae	(UH	West	Oʻahu)	rail	station	will	affect	traffic	near	the	campus	this	week,	according	to	
station	contractor	Nan,	Inc.	This	includes:

One	northbound	lane	will	be	closed	between	Keahumoa	Parkway	and	Farrington	Highway	from	8:30	a.m.	
to	3:00	p.m.	One	through	lane	is	to	remain	open.
One	or	two	southbound	lanes	may	be	closed	between	Farrington	Highway	and	Keahumoa	Parkway	from	
8:30	a.m.	to	3:00	p.m.	At	least	one	through	lane	is	to	remain	open.

Distance	Learning	tip	of	the	week		-	Web	Conferencing	Camera	Presence
Video	web	conferencing	allows	conference	participants	to	see	your	face	and	the	space	behind	you.	Being	able	
to	see	participants’	faces	while	synchronously	interacting	can	result	in	a	more	connected	experience,	so	it	is	
important	to	consider	your	camera	presence.	If	you	are	participating	in	a	video	conference	with	students	or	
colleagues,	then	your	presence	should	be	professional.	Even	if	the	conference	is	not	taking	place	in	your	office,	
it	should	still	be	handled	with	the	level	of	professionalism	you	reserve	for	the	office.	Make	sure	your	space	of	
free	of	visual	and	audio	distractions.	Make	sure	that	you	look	at	your	camera	because	that	is	the	only	way	your	
participants	will	be	able	to	clearly	see	your	face.	If	you	are	using	multiple	monitors,	try	to	face	the	monitor	that	
houses	your	camera	or	is	located	nearest	to	your	camera,	so	your	participants	will	feel	that	you	are	speaking	to	
them	rather	than	sitting	with	your	face	turned	away	from	them.	You	can	find	more	information	at	
https://westoahu.hawaii.edu/distancelearning/.
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UH	West	Oʻahu	in	the	News
Civil	Beat,	May	28:	A	UH	West	Oʻahu	graduate	and	student	are	interviewed	in	an	article	about	teacher	
shortages	in	rural	and	low-income	areas.	
Honolulu	Star-Advertiser,	May	16	(paywall)*:		UH	West	Oʻahu	is	mentioned	in	an	editorial	about	UH	
System’s	efforts	to	boost	enrollment.		The	new	Academy	for	Creative	Media	is	mentioned	as	a	“future-
glimpsing	effort.”
Honolulu	Star-Advertiser,	May	20	(paywall)*:		UH	West	Oʻahu	is	mentioned	in	an	article	about	a	tuition	
freeze	approved	by	the	Board	of	Regents.
University	of	Wisconsin-Madison	News,	May	21:	Assistant	Professor	of	Anthropology	William	Belcher	is	
mentioned	in	an	article	about	the	unearthing	of	a	1943	fighter	crash	site	in	France.
Pacific	Business	News,	May	21:		UH	West	Oʻahu	receives	$2.5	million	grant	for	STEM	education.	Also:	
Native	Science	Report,	OneNewsPage.com
Midweek	West	Oʻahu	Voice,	May	22:	Dr.	D.	Nandi	Odhiambo	is	the	winner	of	the	Elliot	Cades	Award	for	
Literature.	
Midweek	West	Oʻahu	Voice,	May	22:	66	students	inducted	into	the	National	Society	of	Leadership	and	
Success.
Maui	News,	May	26:		Among	the	graduates	participating	in	UH	Maui	College’s	commencement	ceremony	
were	UH	West	Oʻahu	students	who	took	courses	at	the	campus’	University	Center	(distance	learning	
center).	

*UH	West	Oʻahu	students,	faculty,	and	staff	have	complimentary	access	to	the	Honolulu	Star-Advertiser’s	digital	
subscription	via	a	new	program	exclusive	to	the	campus.
To	activate,	enter	your	hawaii.edu	email	at	staradvertiser.com/academic-pass.

News	from	E	Kamakani	Hou
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UH	West	Oʻahu	receives	$2.5	million	National	Science	Foundation	Grant
UH	West	Oʻahu	is	receiving	an	almost	$2.5	million	National	Science	Foundation	grant	to	improve	college	
readiness	and	success	for	Native	Hawaiian	high	school	and	college	students	and	provide	them	with	STEM	
learning	opportunities.[Read	More]

UH	West	Oʻahu	cybersecurity	program	ranks	30th	among	more	than	1,000	schools
The	University	of	Hawaiʻi-West	Oʻahu’s	cybersecurity	program	ranks	30th	among	1,290	colleges,	according	to	
the		testing	of	students’	cyber	aptitude	by	a	leading	organization	focusing	on	internet	security.	[Read	more]

Magnussen	completes	residency	at	SUNY	Purchase	College’s	Conservatory	of	Music
UH	West	Oʻahu	Associate	Professor	Jon	Magnussen	completed	a	residency	in	early	May	at	the	State	University	
of	New	York	–	Purchase	College,	where	he	assisted	in	the	performance	of	his	2002	score	for	the	re-staging	of	
José	Limón’s	Psalm	and	presented	his	music	at	a	Composer’s	Seminar.	[Read	More]

UH	West	Oʻahu	tuition	frozen	for	upcoming	three	years	by	UH	Board	of	Regents
University	of	Hawaiʻi-West	Oʻahu	students	won’t	have	to	worry	about	tuition	increases	in	coming	years	under	a	
tuition-freeze	approved	last	week	by	the	University	of	Hawaiʻi’s	Board	of	Regents.	[Read	More]

815	students	become	first	to	earn	Interstate	Passports	at	UH	West	Oʻahu
In	April,	the	University	of	Hawaiʻi–West	O‘ahu	awarded	its	very	first	Interstate	Passports	to	815	students	who	
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fulfilled	completed	the	course	requirements	during	the	Fall	2018	semester.	[Read	More]

UH	West	Oʻahu	Campus	Calendar	through	June	11,	2019

Tuesday,	May	28
Pueo	Fitness	Center	closed

Friday,	May	31
ʻIke	Ola	Pathways	to	Health	Careers	program	begins.	For	incoming	first-time	college	freshmen	who	reside	
on	the	Waiʻanae	Coast.	

Monday,	June	3
Kumu	Ola	summer	bridge	program	begins.	For	incoming	Oʻahu	freshman	interested	in	pursuing	a	health-
related	degree.	Runs	through	June	28.

Friday,	June	7
Application	for	Graduation	deadline	-	Summer	2019.	Required	by	all	degree	and	certificate	seeking	
students	to	officially	graduate,	even	if	you	do	not	plan	to	participate	in

the	commencement	ceremony.	https://westoahu.hawaii.edu/apply-and-enroll/graduation/
Pueo	Fitness	Center	closed

Monday,	June	10
Pueo	Fitness	Center	closed

Tuesday,	June	11
King	Kamehameha	Day	holiday

The	deadline	to	include	your	item	in	the	next	This	Week	is	Thursday	night.	Please	submit	your	item	using	the	
Communication	Department’s	Communications	Request	Form.
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of

University	of	Hawai‘i	-	West	O‘ahu
91-1001	Farrington	Highway,	Kapolei,	Hawaiʻi	96707

ph:		689-2800		l		westoahu.hawaii.edu		
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Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

1. Can you provide me a flowchart of the travel process?  
 The attached represents a pictorial diagram of the general travel process and 

was adapted from the etravel website (https://www.hawaii.edu/etravel/).  

 
 
2. Are boarding passes required? 

 No, boarding passes are not required.  However, boarding passes may assist in 
substantiating certain claims, such as providing support for delays. 

 
3. Do I have to reflect my personal days in my travel? 

 Yes, personal days should be clearly stated in the “Justification” section of the 
travel in addition to the itinerary portion of the travel.  Please note the actual 
personal days to be taken. 
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Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

4. I would like to attend a conference; however, I’m awaiting determination by the 
Budget Resource Committee (BRC) to approve the funding of the conference.  What 
do I do? 
 Please contact your departmental administrative staff.  A travel request/advance 

should be completed as a “No Cost Travel.”  A “No Cost Travel” means that the 
traveler will be responsible for the entire cost of the trip—whether the trip is 
funded by the BRC or not.  If the BRC approves the travel award, the travel 
funding may be either amended on the travel request/advance or changed on the 
travel completion for the employee to be reimbursed up to the maximum amount 
based upon UH policy. 

 
5. Is it a requirement to submit three airfare quotes if I’m traveling for business only? 

 No airfare quotes are required if the airfare is less than $2,500 and is the most 
direct and economical fare (coach class).    

  
6. What is the procedure if another UH campus is funding my trip and there is no travel 

costs to UHWO? 
 Prepare a travel request/advance as appropriate.  When creating the travel 

request/advance, change the “Payment and Funding” section of the travel to the 
department that will be funding the trip.  NOTE: The FO code should not be 
00029, as this code may only be used when charging a portion or all travel costs 
to UHWO. 

 
7. What is ePayment and is it required to be used? 

 No, ePayment is not required to be used.  However, the use of ePayment is 
encouraged because reimbursements will be received faster by employees and 
also provides cost saving to the University as not check in required to be issued.   

 ePayment is a secure web interface for UH employees, which allows 
reimbursements for University expenses (e.g., mileage, travel, etc.) to be 
electronically deposited to the employee’s bank account. Additional information 
regarding ePayment may be found at http://www.hawaii.edu/epayment/. 

 Those who utilize RCUH may also consider using RCUH’s ePayment program 
(effective December 11, 2017).   

 
8. My travel request/advance was approved and now I can ticket travel expenses.  My 

wife booked my airfare on her credit card.  What do I do? 
 Provide a written statement on the receipt stating how the credit card holder is 

related to the employee (e.g., “The credit card holder is my wife and she charged 
the airfare cost of $714.52 to her credit card on my behalf.”).  The receipt and/or 
credit card statement would serve as the proof of payment.  For instances where 
the person incurring the cost is not the employee’s spouse, the employee and 
person incurring the travel cost should both certify a written statement indicating 
that reimbursement was paid/received by the employee/person incurring the 
cost. 

10 / 14



Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

 
9. I lost my taxi receipt.  Can I still get reimbursed? 

 Yes, you may still get reimbursed.  Complete form “DISB-4D” 
(http://www.fmo.hawaii.edu/travel_services/docs/DISB-4D.pdf), which may 
include missing receipts limited to $75 per receipt (excluding lodging).  
Reimbursement of lodging requires receipt submission. 

 
10. My travel spans from the end of October to the beginning of November and there are 

different Federal Allowable Rates (FAR).  What do I do? 
 If the Federal Allowable Rates are the not the same for lodging and meals and 

incidentals (M&IE) for October and November, you will need to create two 
separate travel “legs”—1) departure date through October 31 and 2) November 1 
through your departure date.  By including separate legs in your itinerary, you 
will be allowed to input the different FAR rates for October and November.  If the 
FAR rates were the same for October and November, separate legs are not 
required. 

 
11. I would like to attend a conference for business purposes and would like to take 

personal time before or after my conference.  What do I do? 
 Please work closely with your departmental administrative staff for assistance.  A 

travel request/advance with the necessary supporting document should be 
submitted, which includes estimated dates of your conference and personal time.  
Two airfare itinerary quotes will be required (one quote for business only and 
second quote for business and personal obtain on the same day).  Lodging, 
meals and incidentals (M&IE), and any other travel expenses will be reimbursed 
to the employee for the business only portion only.  As a reminder, the PCard 
may not be used to pay for airfare and the Hawaiian Airlines Corporate Account 
may not be used for travel that includes personal time. 

 
12. I heard that UHWO has a Budget Rent a Car account.  Can I use this account if I’m 

traveling for business and personal purposes? 
 The Budget Rent a Car account is strictly for business purposes only.  If you 

have business and personal travel, you can only use the Budget Rent a Car 
account for the business portion only and return the vehicle and re-rent the 
vehicle under a separate confirmation under traveler’s name and paid using the 
traveler’s personal funds. 

 
13. May I use a third-party online travel provider (e.g., Travelocity, Orbitz, etc.) to book 

my travel accommodations (airfare, hotel, etc.)? 
 Yes, you may use a third-party online travel provider.  Retain and provide 

receipts from the third-party travel provider and other supporting documents 
(invoice, hotel folio, etc.) received directly from the airline, hotel, and/or car rental 
company.  NOTE: Review receipts provided by the third-party online travel 
provider to ensure that sufficient documentation is included to justify adherence 
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Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

to travel policies/guidelines (e.g., airfare ticket class is “economy,” the hotel room 
is a “standard” room, price per hotel night is indicated, etc.).  Additionally, a copy 
of the hotel folio is required.   
 

14. Why do I have to wait for the Business Office to approve my travel request before I 
incur any travel related costs, such as airfare and conference registration fees? 
 The Business Office will determine that sufficient funds are available for the 

anticipated trip and that University, State, and Federal policies, rules and 
regulations are being followed.  Receiving the Business Office’s approval prior to 
incurring travel related costs will also help alleviate the risk of the traveler 
unknowingly incurring unallowable costs that they become personally liable for.  
As a side note, the system Disbursing Office audits over 50% of travel processed 
through the University.  

 
15. How do I process travel for a student? 

 The method of processing travel for students depends on the purpose of the trip 
as noted below: 

o If the trip is to further the education and training of the student in his/her 
individual capacity (i.e., personal benefit for the student), then the travel 
expense would be treated as a scholarship/fellowship or a “non-qualified” 
travel.  The actual total travel expenses incurred by the University 
(including airfare, hotel, M&IE, ground transportation, conference 
registration fee, etc.) is considered “income” and therefore taxable to the 
student.  The travel expenses will also be reported to Financial Aid.  
Travel may be processed either through the following: 
 Travel stipend – Estimated cost of the trip will be determined and 

processed via a Disbursement Voucher (DV); WH-1 will also need 
to be prepared for each respective student.  The respective award 
letter will also need to be attached, which indicates what the travel 
stipend is for (e.g., name of conference) and amount.  Additionally, 
the award letter should also indicate that the student is responsible 
for making and paying for all travel arrangements.  

 Third-party payment (e.g., airfare, lodging, etc. paid on behalf of 
the student) – Travel worksheet (contact the Business Office for 
template) will need to be prepared for each third-party payment 
processed; WH-1 will also need to be prepared for each respective 
student.  Both the worksheet and WH-1s will need to be attached 
to the respective purchasing document. 

o If the trip is related to University business (i.e., the University receives the 
primary benefit of the travel), then the travel would be considered a 
“qualified” travel and a manual travel form (DISB-4) would be prepared.  
Disbursing requires documentation evidencing how the student’s travel 
benefits the University.  This documentation must be provided with the 
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Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

travel form and/or any third-party payments.  Examples of possible 
documentation include the following: 
 Award letter evidencing the selection process (i.e., how student 

was selected for travel) and how the student’s travel will benefit the 
University (e.g., leadership workshop that the student will be 
holding for all students based on skills learned from the 
conference). 

 Brochure or flyer indicating that the conference is a Chartered 
Student Organization (CSO) Student Body activity. 

 CSO meeting minutes indicating approval of the conference and 
discussion on how conference benefits the University. 

 
16. Am I able to use a private car service instead of a taxi (or shuttle) for transportation 

to/from the airport to my hotel (business destination)? 
 Yes, you may use a private car service; however, the University will only 

reimburse the employee up to the taxi fare (average traffic) for the equivalent 
destination.  Use www.taxifarefinder.com to obtain a taxi fare estimate and 
include with your supporting documentation to prepare your travel completion 
report. 

 
17. If a PCard or purchase order was used to pay for my airfare, do I still need to 

provide/upload my actual airline receipt (evidencing actual flight information) and 
update my Travel Completion report accordingly? 
 Yes, although a PCard or purchase order was used to pay for your airfare, 

Disbursing requires the actual airline receipt evidencing your actual flight 
information (date, time, destination, etc.).  This is used to substantiate your actual 
M&IE. 
 

18. Can I use my PCard for non-employee travel costs? 
 No, a PCard may not be used for non-employee (e.g., UH Foundation, students, 

faculty recruits, etc.) travel costs due to potential tax reporting implications. 
 

19. When is a no-cost travel document completed and why do I need to complete it? 
 A no-cost travel document is completed when an employee is traveling for official 

University business, but the University is not paying for the trip as it is being 
funded by another organization or institution.   

 A no-cost travel follows similar procedures as other travel (i.e., starts with a 
Travel Request and ends with a Travel Completion), but does not route to the 
Business Office for approval, as there is no payment associated with the travel.   

 The approved no-cost travel provides documentation that the traveler has been 
authorized to go on their respective travel and also provides a mechanism to 
identify employees traveling in the area of a disaster.  Additionally, in accordance 
with Chapter 386, HRS (Hawai’i Workers’ Compensation Law) and HAR Title 12, 
Chapter 10 (Workers Compensation), University employees who are traveling on 
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Attachment A 
(revised: 5/24/19) 

 

FREQUENTLY ASKED QUESTIONS 
 

official business with approved travel documentation on file will be covered 
should an incident occur while on their trip. 

 
20. Do I have to complete the “Justification” field in the Travel Request?  If yes, what 

information is required and who is responsible to review my documentation for 
sufficiency? 
 Yes, you must include documentation in the “Justification” field on the Travel 

Request.  Travel documentation should explain the purpose of the travel (i.e., 
what are your attending—e.g., name of conference; where it is located; when is 
it—e.g., dates of conference; why you are attending—e.g., presenting a paper).  
Additionally, the “Justification” should include how the travel will benefit the 
University (for travel funded with institutional funds) and/or how the travel will 
assist in meeting objectives of the respective grant/award (for travel funded with 
extramural funds) in a clear and concise manner (i.e., direct and “to the point”).  
Finally, the “Justification” should also include personal days, if applicable.  The 
traveler’s supervisor and/or respective grant/award Principal Investigator 
(depending on funding source) is responsible for reviewing the “Justification” to 
determine sufficiency.  

 The following is an example of an appropriate “Justification” (for travel funded 
with institutional funds): “The traveler will be attending the National Council of 
University Research Administrators (NCURA) annual conference held in 
Washington D.C. on August 1-4, 2019 for professional development and 
networking with other research administrators from universities throughout the 
nation (including other University of Hawai'i campuses).  The traveler will also be 
taking personal travel days from August 5-6, 2019.” 

 The following is an example of an appropriate “Justification” (for travel funded 
with extramural funds): “The traveler will be attending the National Council for 
Community and Education Partnerships (NCCEP)/GEAR UP annual conference 
held in San Francisco on July 14-16, 2019.  Travel cost for this conference is 
included in the budget approved by the sponsor and attendance by the traveler is 
a mandatory requirement of the grant.”  

 
21. In my Travel Request, I had initially indicated that I would be renting a car through 

the Budget corporate account (purchase order was issued); however, subsequently 
cancelled my reservation and used taxi/Uber services instead.  Is there any 
additional documentation needed on my Travel Completion report? 
 On your Travel Completion report (in the notes/attachments section), indicate 

that the purchase order was cancelled for the rental car because the traveler 
decided to utilize taxi/Uber service instead. 
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