
UG Student Reimbursement Guidance REVISION 
IF UG student is in an ACTIVE student PAID position 

 
After discussions with Central, the DSB Business Office has received revised guidance on how to 
process UG students’ reimbursement IF they are in an ACTIVE UG student PAID position. 
 
We recommend following the below when reimbursing UG students. 
Ask the following questions: 

1) Have you been paid by Purdue before? 
2) Has anything changed since you were last paid by Purdue? 
3) Do you hold an active, paid UG student position? 

• If the answer is yes… 
 confirm they are active in SuccessFactors 
 complete an Employee Reimbursement form and provide receipts 

showing proof of payment 
The attached Reimbursement Decision Chart has been updated reflecting this revised guidance 
and has been added to the DSB Business Office Intranet page.  
 
Next received guidance was when reimbursing a UG student for travel.  
 
UG students in an active UG student paid position can process travel reimbursement requests in 
Concur. 
 
UG students should be directed to submit their travel expenses via Central Travel’s link to “Submit 
Travel Expenses” on their homepage.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://apps.it.purdue.edu/sites/BusinessOffice/Faq/Item/955
https://www.purdue.edu/procurement/travel/


They will log in using their Career Account Username and Password. Then will be directed to the 
next page for form completion. 
 

 
 
If they have questions on completing the form, they should contact Central Travel at 
mailto:purduetravel@purdue.edu 
 
With all this information, please keep in mind that when reimbursing students, you must follow 
Division of Financial Aid’s (DFA) resource titled “Clarification on covering trips, conferences, 
expenses for students” as some reimbursements should be reported to DFA and can affect the 
student’s financial aid. 
 

mailto:purduetravel@purdue.edu

