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Travel – Potential Duplicate Payments Report 

 
 
  
USF Travel Community, 
 
As we continue to update guidance and provide valuable tools to the community, a 
new report - Potential Duplicate Payments is now available to you in Power BI to 
help in identifying if any travel expenses were inadvertently paid twice. 
  
This report is based on overlapping dates for the expenses and filters for four types 
of overlap are available for your review as seen in screen shot below. 

 
Note that this report only identifies potential duplication and departments must 
review the details of both Expense Reports and ensure travelers were reimbursed 
accurately. 
 
If travelers were reimbursed incorrectly and need to repay the University, please 
refer to Funds Repayment Guide 
 
All Travel Coordinators have access to USF Travel Reports. If you are a new Travel 
Coordinator in your department, you can learn more about Travel Reports by 
visiting the Travel Website. 
 

http://listserv.usf.edu/scripts/wa.exe?A0=TRAVEL
https://www.usf.edu/business-finance/controller/payment-services/news.aspx
https://www.usf.edu/business-finance/controller/documents/funds.repayment.guide.pdf
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.powerbi.com%2FRedirect%3Faction%3DOpenApp%26appId%3Dfcfd9faf-fdb8-4b02-81bf-fd56ecfebb96%26ctid%3D741bf7de-e2e5-46df-8d67-82607df9deaa&data=05%7C01%7Cadelma1%40usf.edu%7C2d67fdd5cbbe4ca6409308db410a9719%7C741bf7dee2e546df8d6782607df9deaa%7C0%7C0%7C638175285957559249%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=E8HkpJ6qRkCwGvESbxNLbqXLEnknJKz4JbiEWkJpchM%3D&reserved=0
https://www.usf.edu/business-finance/controller/payment-services/traveltraining.aspx

