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Introduction

The University of Maryland's Electronic Forms system (ELF) is an Internet based system that will allow authorized users to submit forms electronically. The system will route the forms to any registered University user. Users have the option of sending, approving, returning or rejecting the forms.

There are two travel ELF forms available: the Travel Approval Request and the Travel Expense Statement. All travel requires pre-approval by the traveler’s Director. A Travel Approval Request should be submitted prior to the trip. The Travel Expense Statement is submitted after the trip in order to receive reimbursement. Detailed original receipts are required for all expenses. Receipts must be submitted before the ELF Travel Expense Statement can be approved in the ELF system.
Accessing the ELF System
In order to access the ELF system, you will need to login through the University of Maryland Common Login.

1. Go to the ELF home page at http://ares.umd.edu/ELF/Elf.html.
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2. At the top of the list on the left side of the screen, click on Login.

3. You will be taken to the University of Maryland Common Login Screen.
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4. Enter your Directory ID - or - U ID and your Directory Password. Click [image: image3.png]Login



. If you do not know your Directory ID, U ID or Directory Password, follow the links on the page to find them.

(  If you are already logged into another ARES application, you do not need to login again.

5. When the LOGIN SUCCESSFUL! screen appears, Click [image: image4.png]Continue



.

6. Once you have logged in successfully, you will be taken back to the ELF home page.  In the list on the left side of the screen, click on Access My Forms.

(REMINDER: To exit from the ELF system, click the [image: image5.png]


 button. Do not exit the system using the Windows [image: image6.bmp] button. You will be returned to the ELF home page. Logout of the system by clicking on Logout at the bottom of the list on the left side of the screen.

About the ELF System

1. After clicking on Access My Forms the ELF Box will open up in a new window:
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Key to ELF Box Buttons 

Across the top of the ELF box screen, you will see a row of buttons. An explanation of each of these buttons is listed below in alphabetical order.

	Clear
	[image: image8.png]



	This option allows you to clear all checked boxes.


	Delete
	[image: image9.png]



	This option appears only when you have selected the ‘Drafts’ or ’Templates’ tabs. It allows you to remove the selected form(s) from the folder. 



	Exit
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	This will close the ELF box window. You should always close the window using the ‘Exit’ function rather than the Windows [image: image11.bmp] button.



	Filter
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	This option allows you to limit forms that are displayed within your ELF folders. You can filter by ‘Form Status’, ‘Form Type’ and/or ‘Date Range’. A filter is only active for the current session. To remove all filtered forms, select the ‘Remove All’ box in the ELF box header and click the [image: image13.png]


 button. To remove the filter, click ‘Clear Filter’ in the ELF box header. 


	Help
	[image: image14.png]



	This option allows you to access online resources for help.


	History
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	This option allows you to view the historical path the selected form has taken. A new window will open showing who sent the form and the date and time it was sent.


	New Form
	[image: image16.png](2 New Form




	This option allows you to access a list of available electronic forms. (Note: ‘Pre-Load form with your saved To Addressees?’ – default is ‘Yes’, which means when the new form is created it will load the addresses of previous recipients). To send a form that has been created as a template, you must open the form using the ‘New ‘Form’ function.



	Preference
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	This option allows you to set preferences for your ELF box.


	Print
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	This option allows you to print the selected form. Only one form at a time can be selected to print. The form will open in a new window as a ‘pdf’ file.



	Refresh
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	This option reloads the folder with new forms that have been sent since your last action.



	Remove
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	This option allows you to remove selected forms from your ‘Inbox’ and ‘Status of Forms’ folders. The forms are not deleted from ELF, but they are removed from the folders. Removed forms can still be accessed through use of the ‘Search’ option. Only ‘Approved’ and ‘Rejected’ forms may be removed from your ‘Inbox’. Forms of any status may be removed from your ‘Status of Forms’ folder. Removing a form from one folder will not remove it from the other.


	Search
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	This option allows you to search by ‘Form Type’, ‘Form ID’ (a.k.a. the Trip #), ‘ELF ID’ or ‘Keyword’. A new folder will appear containing the results of the search. The folder will only be active for the current ELF session and will only contain the results of the last search.


	View Form
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	This option allows you to view the selected form. Only one form can be selected at a time. 




Key to ELF Form Status 

There are six form status types. The forms listed in your ELF box are color coded by their status. An explanation of these status types is listed below in alphabetical order.


	Active
	[image: image23.png]1. Active





	A form that is ‘Active’ has not been ‘Approved’ or ‘Rejected’. An ‘Active’ form in the Inbox requires the recipient to take some action (i.e., correct, review, etc., the form) and send it to someone or to approve it. An ‘Active’ form cannot be removed from the ‘Inbox’ by using the [image: image24.png]


 button. Once an ‘Active’ form has been sent or approved it will no longer appear in the ‘Inbox’. It will, however, appear in the ‘Status of Forms’ folder.



	Approved
	[image: image25.png]3. Approved





	An ELF form with an ‘Approved’ status has received final approval in the system. No further action can be taken on it. It can be removed from any folder by using the [image: image26.png]


 button. A Travel Approval Request that has been approved encumbers the funds in the system. A Travel Expense Statement that has been approved creates a payment via the payroll system for travelers who are on the UM payroll. An ‘Approved’ form can be copied using the [image: image27.png]


 button. 



	Draft
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	Forms with a ‘Draft’ status are available only in the ‘Drafts’ folder. ‘Draft’ forms are those that you have saved in order to finish at a later time. If you copy a form, the form will be placed in your ‘Drafts’ folder. You can modify and send forms from your ‘Drafts’ folder.


	Rejected
	[image: image29.png]I 41. Rejected





	Approval has been denied for an ELF form with a ‘Rejected’ status. No further action can be taken on it. It can be removed from any folder by using the [image: image30.png]


 button. A ‘Rejected’ form can be copied using the [image: image31.png]


 button.



	Returned
	[image: image32.png]I~ 33. Retumed





	A form that is ‘Returned’ has not been ‘Approved’ or ‘Rejected’. A ‘Returned’ form in the Inbox requires the recipient to take some action (i.e., correct, review, etc., the form) and send it to someone or to approve it. A ‘Returned’ form cannot be removed from the ‘Inbox’ by using the [image: image33.png]


 button. Once a ‘Returned’ form has been sent it will no longer appear in the ‘Inbox’. It will, however, appear in the ‘Status of Forms’ folder.



	Template
	[image: image34.png]1. Terplate





	Forms with a ‘Template’ status are available only in the ‘Templates’ folder. These are forms that have been saved as templates. Selecting a form from the ‘Templates’ folder allows you to edit the template and save it for future use. You will not be able to send a form from the ‘Templates’ folder. To send a template, you must open it first by selecting it from the list that appears by clicking on the [image: image35.png](2 New Form



 button.




Key to ELF Box Folders

An explanation of the standard ELF Box folders is listed below in alphabetical order.

	Drafts
	[image: image36.png]Drafts




	The ‘Drafts’ folder contains forms that you have saved in order to finish at a later time. If you copy a form, the form will be placed in your ‘Drafts’ folder. You can modify and send forms from your ‘Drafts’ folder.


	Inbox
	[image: image37.png]Inbox




	The ‘Inbox’ folder contains forms that have been sent to you. You can modify and send ‘Active’ and ‘Returned’ forms from your ‘Inbox’. TIP: You may want to remove ‘Approved’ and ‘Rejected’ forms from your ‘Inbox’ using the [image: image38.png]


 button. That way you will be able to see, at a glance, which forms have been sent to you for action. Forms removed from your ‘Inbox’ are still available in your ‘Status of Forms’ folder.



	Status of Forms
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	The ‘Status of Forms’ folder contains forms that have been sent by you. You cannot modify or send forms from the ‘Status of Forms’ folder. You can remove forms of any status from this folder. 



	Templates
	[image: image40.png]Templates.




	The ‘Templates’ folder contains forms you have ‘saved as templates’. Selecting a form from the ‘Templates’ folder allows you to edit the template and save it for future use. You will not be able to send a form from the ‘Templates’ folder. To send a template, you must open it first by selecting it from the list that appears by clicking on the [image: image41.png](2 New Form



 button.


	Search Results
	[image: image42.png]Search Results




	The ‘Search’ folder appears only after you perform a search. The ‘Search’ folder contains the results of your last search. It will remain active for your current session only.




Opening an ELF Travel Form

There are two ways to open an existing form. One way is to click on the blue status indicator (i.e., Active, Approved, etc.) of the form you wish to open. Alternatively, you may check the box  [image: image43.png]1. Active




 of the form you wish to open and click [image: image44.png]éxii¥iew Form,



.

To open a new form, click [image: image45.png](2 New Form



. Select either Travel Approval Request – College Park or Travel Expense Statement – College Park from the list of AVAILABLE FORMS. If you have created any Template Forms, they will also appear in this list for you to select.

About the ELF Travel Forms

When you open a travel form, the header will look like the insert below. (The only difference is that for a Travel Expense Statement, wherever it says ‘Travel Approval Request, it will say ‘Travel Expense Statement’ instead).
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1. The ELF ID is the unique system generated ID # for all ELF forms.  You can search on the ELF ID by using the [image: image47.png]Search



 button.

2. When you start filling out the form, the Form ID ‘*’ will be replaced by the Trip #. When you create a new Travel Approval Request, the Form ID/Trip # will be assigned automatically by the system. When you create a new Travel Expense Statement, you will need to enter this same Trip # into the required form field. The Form ID/Trip # will be the same for the Travel Approval Request and the corresponding Travel Expense Statement. 

You can search on the Form ID by using the [image: image48.png]Search



 button.  

(You will need to know the Trip # of the Travel Approval Request when you are ready to complete 
the corresponding Travel Expense Statement.

3. The ‘Send To’ drop down box shows to whom the form will be sent when you click the [image: image49.png]


 button. You can change the addressee(s) by clicking on ‘Send To’ to the left of the drop down box, or by clicking the [image: image50.png][ii|addressee,




 button. A new window will open up:
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To Add an Addressee:

Click [image: image52.png]Add Addressee




. You can either enter the name of an individual or the name of a group (such as Accounts Payable or General Accounting). Be sure to select the appropriate radio button to the left and then click the appropriate [image: image53.png]Search



 button to the right. When the name of the person or the name of the group is displayed, click the button to the right to add the name(s) to your ‘Addressee’ list. You may continue to add additional names. When finished, click ‘OK’ at the bottom of the page.
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To Remove an Addressee:

To remove an addressee, click the [image: image55.png]PRemove this user



 button to the right of the person’s name. To remove all addressees, click the [image: image56.png]Remove All users




 button at the bottom of the list. When finished, click ‘OK’ at the bottom of the page

When a form is sent, the system sends an automated email to all addressees alerting them that an ELF form has been sent to them. The function to add an addressee is connected to the University’s directory. You can add the name of any University employee to your addressee list. That person will receive an email, but only registered users of the ELF system will be able to access the form.

4. By clicking on the word ‘Description’ in travel form header, you can customize the description that will display in the list of forms in your ELF box folders. The system will allow up to 200 characters. It is recommended that you include at a minimum, the traveler’s name and name/description of the conference. Other information you may want to include is trip location & trip dates. Adding a description makes scanning the list of forms easier. 
( Always leave the words Travel Approval Request and Travel Expense Statement in the ‘Description’ so that you and the reviewers will know, at a glance, what type of form it is.

Key to Travel Form Buttons

Across the top of the Travel Form screen, you will see a row of buttons. An explanation of each of these buttons is listed below in alphabetical order. NOTE: Depending on the status of the form, the folder from which you are viewing the form, or your level of authorization, not all of the following buttons may be available.
	Addressee
	[image: image57.png][ii|addressee,





	This option allows you to change the individual(s) to whom the form is sent.


	Approve
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	This option allows authorized ELF system travel form approvers to approve the form in the system. A copy of the approved form is sent to the individual who last sent the form and to the form creator. A copy can also be sent to any individual listed in the approver’s addressee list.



	Check
	[image: image59.png]



	This option allows you to check the form for errors. A new folder tab will open listing any warnings and/or errors detected. After correcting the errors, you will need to click [image: image60.png]


 again to clear the error flag(s). Before sending a form, you should always run the ‘Check’ function. 


	Copy
	[image: image61.png]



	This option allows you to make a copy of the form. The form will be saved in your ‘Drafts’ folder. This function may be used for repetitive forms so that the user does not have to retype all the data. The [image: image62.png][l Template



 button creates a permanent copy of the form.


	Delete
	[image: image63.png]



	This option is available only in the ‘Drafts’ and ‘Templates’ folders. It will remove the open form from the folder.



	Exit
	[image: image64.png]



	This option allows you to exit from the current open form. If you have made any changes to the form, you will be asked if you would like to save the changes. 



	Help
	[image: image65.png]



	This option allows you to access online resources for help.


	History
	[image: image66.png]



	This option allows you to view the historical path the form has taken. A new window will open showing who sent the form and the date and time it was sent.


	Notes
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	This option allows you to attach a ‘Note’ to a form. The note will also appear in the body of the system-generated email that is sent to the individual(s) to whom the form is sent. If a form has one or more ‘Notes’, the form will have an additional folder tab called ‘View Notes’. Each note that has been attached to the form will be listed, indicating who wrote the note and the date and time it was sent. After the form is approved, the notes will disappear.


	Print
	[image: image68.png]ShPrint




	This option allows you to print or save the open form in ‘pdf’ format. The ‘pdf’ form will open in a new window.



	Reject
	[image: image69.png][EReiect




	This option allows the reviewer to reject the form back to the sender. A rejected form cannot be changed or resent. 



	Return
	[image: image70.png]ERetun




	This option allows the reviewer to return the form back to the sender for revisions. A returned form is still active. 



	Save
	[image: image71.png][save




	This option allows you to ‘save’ the ELF form to complete at a later time. This form will be saved in your ‘Drafts’ folder. 


	Send
	[image: image72.png][ sena




	This option allows you to send the form to the individual(s) in the addressee list.



	Template
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	This option allows you to save the form as a template to your ‘Template’ folder.


Completing the Travel Approval Request 

Once you have opened a new Travel Approval Request, you will see that the form has a number of pages, or ‘tabs’. 
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You will need to complete the fields on each page. The fields on each page are explained below.

The [image: image75.png]Traveler



 Tab

Last Name: Enter the Last Name of the traveler.

First Name: Enter the First Name of the traveler.

Is This a Group TAR?: Select ‘No’ (Default) if the Travel Approval Request is for an individual. Select ‘Yes’ if group travel is planned where a signed contract is required.

Social Security #: Enter the Social Security # of the traveler with no spaces or dashes. The Social Security # will not be displayed on the screen. 
Reimbursement for travelers on UM payroll is via the paycheck. The Social Security # is required because the identifying number in the payroll system is the Social Security #. Reimbursement for travelers not on UM payroll is through Accounts Payable. The IRS requires the Social Security # for payments made through Accounts Payable.  
SSN Verify: Because the Social Security # is not displayed, retype the Social Security # to validate accuracy.

Is this a Trip Adjustment?: If an error was made on the original Travel Approval Request after it has been approved, a trip adjustment can be submitted. If ‘Yes’ is selected, a new field will be displayed into which the original Trip # should be entered. A [image: image76.png]Lookup Trip Data



 button will also be displayed. Click this button and the form will be populated with the original information. You can then make the appropriate changes. Annotate the reason for submitting a supplemental Travel Approval Request in the [image: image77.png]Comments



 tab of the Travel Approval Request.

Department: Click the [image: image78.png]Select



 button. The ‘Department Lookup’ window will open up. Type ‘Libraries’ and click [image: image79.png]» Next



. Highlight ‘Libraries’ and click [image: image80.png]


. As this is a campus form, the campus department name Libraries should be entered. Do not enter the name of the traveler’s internal Libraries department. 
After completing your first Travel Approval Request, the department name will be available for selection from the ‘Department’ drop down box. 
Contact Name: Enter the Name of the person to contact about this travel. This is usually the traveler or the person preparing the form, if other than the traveler.

Contact Phone: Enter the phone # of the contact.

Email of Contact: Enter the email address of the contact.

Travel Agency: If utilizing one of the travel agencies with which the University has a contract, select that travel agency from the drop down box. Otherwise, choose ‘Other’. When ‘Other’ is chosen, a new field is displayed requesting the name of the travel agency used. Enter the name of the travel agency, or ‘Unknown’ or ‘None’, if applicable.

The [image: image81.png]Travel



 Tab

Departure Date: Enter the ‘Departure Date’ (mm dd yyyy) of the trip or use the [image: image82.png]Select



 button for a pop-up calendar. 

Return Date: Enter the ‘Return Date’ (mm dd yyyy) of the trip or use the [image: image83.png]Select



 button for a pop-up calendar. 

NOTE: If there is a personal leg to the journey, enter the actual departure and return dates of the whole trip, but annotate the days of personal travel in the [image: image84.png]Comments



 section 
Origin Code: Enter the airport code. If the airport code is not known, click on the [image: image85.png]Select



 button. The ‘Airport Code Lookup’ window will open. Type in the city of origin and click [image: image86.png]» Next



. Highlight the appropriate airport and click [image: image87.png]


. If you will be driving, type ‘driving’ in the field instead of the city. This will place ‘***’ in the airport code. Alternatively, you may enter ‘***’ in the ‘Origin Code’ field directly. To look up the code for train travel, type ‘train’ in the field instead of the city. The code for train travel is ‘###’. 

Destination Code: Enter the three digit airport code. If the airport code is not known, click on the [image: image88.png]Select



 button. The ‘Airport Code Lookup’ window will open. Type in the city of destination and click [image: image89.png]» Next



. Highlight the appropriate airport and click [image: image90.png]


. If you will be driving, type ‘driving’ in the field instead of the city. This will place ‘***’ in the airport code. Alternatively, you may enter ‘***’ in the ‘Departure Code’ field directly. To look up the code for train travel, type ‘train’ in the field instead of the city. The code for train travel is ‘###’.
Trip Purpose: Clearly indicate the business purpose of the trip. Enter the name of the conference or other description as appropriate. 

Confirm that travel arrangements are in full compliance with University of Maryland Travel Policy and individual Sponsored Agreement requirements: Select ‘Confirmed’ from the drop down box. Click on ‘University of Maryland Travel Policy’ to be taken to the University of Maryland Travel Services web site for more information. If you are uncertain whether you are in compliance with University of Maryland Travel Policy, use the resources at the end of this document for verification. For verification of compliance with the requirements of a Sponsored Agreement, you should check with the Principal Investigator of the Sponsored Agreement.
For Federally Sponsored Travel [All FRS #’s beginning with 5 or between 4-30000 and 4-33999], confirm that itinerary is in compliance with the “Fly America” U.S.A. flag carrier requirement: Select ‘Confirmed’ or ‘N/A’ from the drop down box, as appropriate.  Click on ‘Fly America’ to be taken to the University of Maryland Travel Services web site for more information. If ‘Confirmed’ is selected, additional fields will be displayed asking that you indicate the U.S.A. Flag Carrier name either from a drop down box or in a text field. 

The [image: image91.png]Meal Detail



 Tab

Meal Allowance Detail: The Meal Grid will automatically be populated with the standard per diem amounts based on the dates entered on the [image: image92.png]Travel



 tab. The system assumes the ‘Start Time’ and ‘End Time’ are 6:30am and 6:30pm, respectively. You may change the times or amounts by clicking on the date and entering the correct information. If meals will not be claimed, click on [image: image93.png]Zero Out Grid



 and all amounts will be set to zero. You must check the ‘Meal Grid “OK” , as shown’ box before continuing.  The total cost of meals will be automatically entered in the itemized list of costs on the [image: image94.png]Costs



 page.

The [image: image95.png]Costs



 Tab

FRS #: Enter the six digit FRS # to which this travel is to be charged. The Libraries operating account is 1-13600. If you will be charging another account, you must have authorization from the account administrator. 

Campus Code: Enter the two digit campus code. The code for University of Maryland College Park campus is 01. 

Subcode: From the drop down box, choose the appropriate subcode. 

In State: All travel in the state of Maryland, Northern Virginia and Washington, DC

Out of State: Travel in the rest of the US

Foreign: Travel outside of the US
Itemized List of Costs: Enter the estimated expense for each of the itemized costs. For administrative travel, the total costs approved represent the maximum allowed for the trip. The amount to be reimbursed to the traveler will be the total approved costs less any costs paid by the Libraries directly for the traveler. For professional travel, the maximum allowed will be determined by the amount remaining in the traveler’s professional travel allocation.

The [image: image96.png]Comments



 Tab

Comments: Enter any comments or notes to clarify anything pertinent to the travel. Information that should be included in the ‘Comments’ section:

· Indicate if this is professional development or administrative travel. Administrative travel from all Libraries accounts must be approved by LEC. If this travel is to be paid from funds transferred from another department, including Lilly Awards, it must be specified here. If you have received funds from another department, you must inform Denise Wright, dmwright@umd.edu, so that the funds are made available to you. If the travel is to be paid from a variety of sources, the sources and the amounts must be clearly stated.

· If any of the expenses will be paid directly by the Libraries, indicate which expenses and the method of payment. If the expenses will be paid on a University credit card, indicate the name of the cardholder.

· If there is a personal leg to the travel, please indicate the dates of personal travel.

(Before sending the form, you may want to print a copy of the form for your files. You can print the form by clicking the [image: image97.png]ShPrint



 button. A printable copy of the form will open in a new window as a ‘pdf’ file. 


Sending the Form
Each Director has decided how the Travel Approval Request should be routed in his/her Division as follows:

CMSC: The traveler should send the Travel Approval Request to the Divisional Administrative Assistant for review. 

ITD: The traveler should send the Travel Approval Request to the Division Director for review. The Travel Approval Request should simultaneously be sent to the Divisional Administrative Assistant.

PASD: The traveler should send the Travel Approval Request to the Divisional Administrative Assistant for review. 

PSD: The traveler should send the Travel Approval Request to the Divisional Administrative Assistant for review. 

TSD: The traveler should send the Travel Approval Request to the Divisional Administrative Assistant for review. 

When you click the [image: image98.png][ sena



 button, the form will be sent to the individual(s) listed in your list of addressees. By clicking on the drop down ‘Send To’ list in the travel form header, you can verify that your list of addressees is correct. If you need to change your addressees, follow the instructions listed in the ‘About The ELF Travel Forms’ section of this document. 

When you click the [image: image99.png][ sena



 button, you will get a confirmation asking if you are sure you want to send the form to the name(s) listed. Click ‘Yes’ if the list is correct. Click ‘No’ to make changes. Each of the individuals to whom the form is sent will receive an automated email alerting them that an ELF form has been sent. If the sender has attached a ‘Note’ to the form, the note will be included in the body of the email.
For CMSC, PASD, PSD and TSD, after the Administrative Assistant has completed her review of the Travel Request Form, she will send it to the Division Director. The Director will signify approval by sending the form to the Libraries Budget Office. The Budget Office will approve the form in the system. The Director’s approval signifies the appropriateness of the travel, the FRS # charged, the source of funds and, if administrative travel, the amount. The Budget Office’s approval signifies compliance with University and Libraries policy. If any of the form reviewers have questions or find any errors, the form may be returned to you for revision. A ‘Note’ will be attached describing the necessary correction. The note will provide instruction to whom the form should be sent for review/approval.

When the form is approved in the system, it will appear in your ‘Inbox’ with the status ‘Approved’. You may remove it from your ‘Inbox’ if you wish by selecting the form and clicking on the [image: image100.png]


 button. You may prefer to leave the approved form in your ‘Inbox’ until the corresponding Travel Expense Statement has been submitted. The Travel Approval Request will also be in your ‘Status of Forms’ folder. After you have sent the form, if you would like to check who currently has the form for review/approval, you can select it in your ‘Status of Forms’ folder and click the [image: image101.png]


 button.


Exiting the System and Logging Out
If have a form open and wish to save the form, click the [image: image102.png][save



 button. If you do not wish to save the current open form, click the [image: image103.png]


  button. To exit from a form, click the [image: image104.png]


 button.

To exit from the ELF system, click the [image: image105.png]


 button from the ELF box. Do not exit the system using the Windows [image: image106.bmp] button. You will be returned to the ELF home page. Logout of the system by clicking on Logout at the bottom of the list on the left side of the screen.

Completing the Travel Expense Statement

Once you have opened a new Travel Expense Statement, you will see that the form has a number of pages, or ‘tabs’. 
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Travel Expense Statement - College Park
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You will need to complete the fields on each page. The fields on each page are explained below.

The [image: image108.png]Traveler



 Tab

Trip#: Enter the ‘Trip #’ from the Travel Approval Request. The ‘Trip #’ is the same as the’ Form ID’.

Social Security #: Enter the Social Security # of the traveler with no spaces or dashes. The Social Security # will not be displayed on the screen. 

Reimbursement for travelers on UM payroll is via the paycheck. The Social Security # is required because the identifying number in the payroll system is the Social Security #. Reimbursement for travelers not on UM payroll is through Accounts Payable. The IRS requires the Social Security # for payments made through Accounts Payable.  

If the Social Security # was entered incorrectly on the Travel Approval Request, you must submit a trip adjustment before you can complete the Travel Expense Statement. For instructions on submitting a trip adjustment, see the section ‘Completing the Travel Approval Request’ earlier in this document.
Verify SSN: Because the Social Security # is not displayed, retype the Social Security # to validate accuracy.

Lookup Trip Data:  After entering the ‘Trip #’ and the ‘Social Security #’, click [image: image109.png]Lookup Trip Data



. The form will be populated with the information from the Travel Approval Request. 

Is this traveler on University of Maryland payroll at the time of reimbursement?: Select ‘Yes’ or ‘No’ as appropriate. If ‘Yes’ is selected the traveler must be on payroll and receiving a paycheck at the time of reimbursement. A traveler on University of Maryland payroll will receive reimbursement through his/her paycheck. If ‘No’ is selected, additional fields will be displayed requesting the traveler’s address. If the traveler is not on the University of Maryland payroll, after approving the form in the ELF system, the Libraries Budget Office will send the form and receipts to the campus Accounts Payable office for payment. A check will be sent to the traveler at the address provided on the form. 

FRS #: Enter the six digit FRS# to which this trip should be charged. The Libraries operating account is 1-13600. If you will be charging another account, you must have authorization from the account administrator. If the FRS # approved on the Travel Approval Request was incorrect, you must submit a trip adjustment to correct the FRS# before completing the Travel Expense Statement. For instructions on submitting a trip adjustment, see the section ‘Completing the Travel Approval Request’ earlier in this document.

Campus: Enter the two digit campus code. The code for University of Maryland College Park campus is 01. 

Subcode: From the drop down box, choose the appropriate subcode. 

In State: All travel in the state of Maryland, Northern Virginia and Washington, DC

Out of State: Travel in the rest of the US

Foreign: Travel outside of the US

Department: Click the [image: image110.png]Select



 button. The ‘Department Lookup’ window will open up. Type ‘Libraries’ and click [image: image111.png]» Next



. Highlight ‘Libraries’ and click [image: image112.png]


. As this is a campus form, the campus department name Libraries should be entered. Do not enter the name of the traveler’s internal Libraries department.
After completing your first Travel Expense Statement, the department name will be available for selections from the ‘Department’ drop down box. 
Contact Name: Enter the Name of the person to contact about this travel. This is usually the traveler or the person preparing the form, if other than the traveler.

Contact Phone: Enter the phone # of the contact.

Email of Contact: Enter the email address of the contact.

Trip Purpose: Clearly indicate the business purpose of the trip. Enter the name of the conference or other description as appropriate.
The [image: image113.png]Itinerary



 Tab

Departure Date/Time: Enter the ‘Departure Date’ (mm dd yyyy) of the trip or use the [image: image114.png]Select



 button for a pop-up calendar. If meals are to be reimbursed, the time of departure must be entered.

Return Date/Time: Enter the ‘Return Date’ (mm dd yyyy) of the trip or use the [image: image115.png]Select



 button for a pop-up calendar. If meals are to be reimbursed, the time of return must be entered. 

NOTE: If there is a personal leg to the journey, enter the actual departure and return dates of the whole trip, but annotate the days of personal travel in the [image: image116.png]Comments



 section 
Origin Code: Enter the airport code. If the airport code is not known, click on the [image: image117.png]Select



 button. The ‘Airport Code Lookup’ window will open. Type in the city of origin and click [image: image118.png]» Next



. Highlight the appropriate airport and click [image: image119.png]


. If you drove, type ‘driving’ in the field instead of the city. This will place ‘***’ in the airport code. Alternatively, you may enter ‘***’ in the ‘Origin Code’ field directly. To look up the code for train travel, type ‘train’ in the field instead of the city. The code for train travel is ‘###’. 

Destination Code: Enter the three digit airport code. If the airport code is not known, click on the [image: image120.png]Select



 button. The ‘Airport Code Lookup’ window will open. Type in the city of destination and click [image: image121.png]» Next



. Highlight the appropriate airport and click [image: image122.png]


. If you drove, type ‘driving’ in the field instead of the city. This will place ‘***’ in the airport code. Alternatively, you may enter ‘***’ in the ‘Departure Code’ field directly. To look up the code for train travel, type ‘train’ in the field instead of the city. The code for train travel is ‘###’. 

Privately Owned Vehicle (POV) Mileage Detail: If reimbursement for mileage is to be claimed for use of a privately owned vehicle, this section must be completed. 

Click on the [image: image123.png]Add One Row



 button. 

Date: Enter the ‘Date’ (mm dd yyyy) the expense was incurred or use the [image: image124.png]Select



 button for a pop-up calendar.

From: Enter the starting location.

To: Enter the destination location.

POV Miles: Enter the number of miles. Reimbursement is allowed for mileage in excess of the employee’s normal round trip mileage per day, regardless of whether the travel occurs on a holiday or weekend. Enter only the incremental mileage. When the trip originates from the employee’s place of business, normal commute mileage need not be deducted.

Mileage Rage: From the drop down list, choose the mileage rage in effect on the date of the travel.

Click ‘Add’ to add the expense. Additional rows may be added. Click ‘Exit’ when finished. The expense will be automatically calculated and entered as an expense line item on the [image: image125.png]Expenses



 page. 

(Because the amount is automatically entered on the ‘Expenses’ page, if the mileage detail was entered incorrectly, you must delete the row by selecting the radio button of the row to be deleted and click the [image: image126.png]Delete One Row



 button. You may then add the correct mileage detail. Merely changing the mileage detail information will not update the ‘Expenses’ page.  

The [image: image127.png]Expenses



 Tab

To add expenses to be reimbursed, click on the [image: image128.png]Add One Row



 button. 

Date: Enter the ‘Date’ (mm dd yyyy) the expense was incurred or use the [image: image129.png]Select



 button for a pop-up calendar.

Expense Description: Enter the description such as ‘Round trip airfare’, ‘Holiday Inn – 3 Nights’, ‘Parking at BWI – 4 days’.

Cost Code: From the drop down box, choose the cost code that best describes the expense.

FRS #: Enter the six digit FRS# to which this trip should be charged. The Libraries operating account is 1-13600. If you will be charging another account, you must have authorization from the account administrator. If the FRS # approved on the Travel Approval Request was incorrect, you must submit a trip adjustment to correct the FRS# before completing the Travel Expense Statement. For instructions on submitting a trip adjustment, see the section ‘Completing the Travel Approval Request’ earlier in this document.
Campus Code: Enter the two digit campus code. The code for University of 

Maryland College Park campus is 01.


Subcode: From the drop down box, choose the appropriate subcode. 

In State: All travel in the state of Maryland, Northern Virginia and Washington, DC

Out of State: Travel in the rest of the US

Foreign: Travel outside of the US

Working Fund Used: If a cash advance was received from the Working Fund Office for this trip, check this box. The amount of the cash advance will be deducted from the reimbursement.

Amount (USD): Enter the amount of the expense. The expense must be entered in US Dollars. If the expense was incurred in foreign currency, you must provide the exchange rate in effect on the date the expense was incurred.

If any of the expenses were entered incorrectly, click on the date of the expense and change the appropriate information. Click ‘Save’ when finished. To delete the expense item, select the radio button of the row to be deleted and click the [image: image130.png]Delete One Row



 button.

If the trip is to be paid from Professional Development funds, reimbursement will be limited to the remaining balance in the traveler’s Professional Development allocation less any amounts prepaid by the Libraries for the trip. Expenses are charged against the fiscal year’s Professional Development allocation in which they are paid/reimbursed by the Libraries.
If the trip is paid from Administrative Travel funds, reimbursement will be limited to the total amount approved on the Travel Approval Request less any amounts prepaid by the Libraries for the trip.

If the trip is paid from funds received from another department for the traveler, reimbursement is limited to those funds received less any amounts prepaid by the Libraries for the trip.

If reimbursement is to be limited, you should adjust the expenses listed so that the total represents the amount allowed. If you do not do this, the Budget Office will make the adjustment for you. If the Budget Office makes an adjustment, a notation will be made in the ‘Comments’ section.


Some Policy Issues On Allowable Expenses
Only business related expenses are reimbursable. Expenses related to a personal leg of the journey are not reimbursable. The dates of personal travel should be annotated in the ‘Comments’ section.

Lodging: If you are sharing the room with others, you are entitled to claim only your prorated share of the expense. If you are sharing the room with a non-University traveler, the University will only reimburse at the single room rate. You must annotate the single room rate in the ‘Comments’ section.

Meals: If meals are included as part of the conference registration fee or as part of the cost of lodging (a B&B, for example), you may not also claim per diem for those meals. For partial day’s travel, reimbursement for meals is prorated based on the time of travel. Travel must begin by 6:30am for breakfast to be reimbursed, end no earlier than 6:30pm for dinner to be reimbursed and encompass the time between 10am and 2pm for lunch to be reimbursed. 

The [image: image131.png]Attestation & Comments



 Tab

Traveler Attestation: If the form preparer is also the traveler, this box must be checked. If the form preparer is not the traveler, this box should not be checked.

Reviewer Attestation: The form reviewer must check this box. The system will not allow the form to be approved if this box is not checked.

Comments: Enter any comments or notes to clarify anything pertinent to the travel. Information that should be included in the ‘Comments’ section:

· Indicate if this is professional development or administrative travel. Administrative travel from all Libraries accounts must be approved by LEC. If this travel is to be paid from funds transferred from another department, including Lilly Awards, it must be specified here. If you have received funds from another department, you must inform Denise Wright, dmwright@umd.edu, so that the funds are made available to you. If the travel is to be paid from a variety of sources, the sources and the amounts must be clearly stated.

· If any of the expenses will be paid directly by the Libraries, indicate which expenses and the method of payment. If the expenses will be paid on a University credit card, indicate the name of the cardholder.

· If there is a personal leg to the travel, please indicate the dates of personal travel.


Sending the Form
Each Director has decided how the Travel Expense Statement should be routed in his/her Division as follows:

CMSC: The traveler should send the Travel Expense Statement to the Divisional Administrative Assistant for review. 

ITD: The traveler should send the Travel Expense Statement to the Libraries Budget Office for review. The Travel Expense Statement should simultaneously be sent to the Divisional Administrative Assistant.

PASD: The traveler should send the Travel Expense Statement to the Divisional Administrative Assistant for review. 

PSD: The traveler should send the Travel Expense Statement to the Divisional Administrative Assistant for review. 

TSD: The traveler should send the Travel Expense Statement to the Divisional Administrative Assistant for review. 

When you click the [image: image132.png][ sena



 button, the form will be sent to the individual(s) listed in your list of addressees. By clicking on the drop down ‘Send To’ list in the travel form header, you can verify that your list of addressees is correct. If you need to change your addressees, follow the instructions listed in the ‘About The ELF Travel Forms’ section of this document. 

When you click the [image: image133.png][ sena



 button, you will get a confirmation asking if you are sure you want to send the form to the name(s) listed. Click ‘Yes’ if the list is correct. Click ‘No’ to make changes. Each of the individuals to whom the form is sent will receive an automated email alerting them that an ELF form has been sent. If the sender has attached a ‘Note’ to the form, the note will be included in the body of the email.

Because the travel has already been approved by the Division Director, after completing her review, the Administrative Assistants for CMSC, PASD, PSD and TSD, will send the Travel Expense Statement to the Libraries Budget Office. The Budget Office will approve the form in the system. The Budget Office’s approval signifies compliance with University and Libraries policy. If any of the form reviewers have questions or find any errors, the form may be returned to you for revision. A ‘Note’ will be attached describing the necessary correction. The note will provide instruction to whom the form should be sent for review/approval.

When the form is approved in the system, it will appear in your ‘Inbox’ with the status ‘Approved’. You may remove it from your ‘Inbox’ if you wish by selecting the form and clicking on the [image: image134.png]


 button. The Travel Expense Statement will also be in your ‘Status of Forms’ folder. After you have sent the form, if you would like to check who currently has the form for review/approval, you can select it in your ‘Status of Forms’ folder and click the [image: image135.png]


 button.


Exiting the System and Logging Out
If have a form open and wish to save the form, click the [image: image136.png][save



 button. If you do not wish to save the current open form, click the [image: image137.png]


  button. To exit from a form, click the [image: image138.png]


 button.

To exit from the ELF system, click the [image: image139.png]


 button from the ELF box. Do not exit the system using the Windows [image: image140.bmp] button. You will be returned to the ELF home page. Logout of the system by clicking on Logout at the bottom of the list on the left side of the screen.

Submitting the Expense Statement and Receipts

1.
Print out and sign the system generated Travel Expense Statement.

2. The Travel Expense Statement and the original receipts should be placed in a #10 business envelope. Write the traveler’s name and trip# in the address section of the envelope. Do not write anything else on the envelope.




[image: image141]
3. The Travel Expense Statement and original receipts should be submitted to the reviewer.

Some Policy Issues Regarding Receipts 

University travel policy requires that original receipts be provided for all expenses except per diem meals. Receipts are used to verify that the travel services purchased were for the traveler, dates, and location for which official travel was approved. Receipts also document the actual cost and payment of each expense. 

Receipts should show the date and specific services rendered, vendor name, the amount charged, and the form of payment. Receipts for air, rail, car rental and lodging should also include the traveler’s name. Travelers should take care to submit receipts rather than “confirmations” and conference registration forms which do not show that payment was made. If hotel, car rental or other “express” check-out receipts or Internet vendor receipts do not show how payment was made, a copy of the credit card bill or canceled check should also be provided. For expenses that require a detail itemization of the expense, such as hotel, airfare and car rental, credit card slips alone do not meet the requirement.
If necessary, an exception to the receipt requirement may be made for permissible “miscellaneous” expenses if the individual charge is $75 or less, including gratuity. Permissible miscellaneous expenses may include taxi fares, tolls, local parking fees, local bus fares, subway/light rail fares, and the like. The expense breakdown for each miscellaneous expense must be provided on the Travel Expense Statement. For example, if two taxis are used and receipts are not provided, the traveler must indicate the cost breakdown and route details for each taxi used.
Additional Resources
University of Maryland Libraries Travel Handbook: http://www.lib.umd.edu/PASD/LPO/TRAVEL/TravelFirst.html.

University of Maryland Travel Services Website: http://www.dbs.umd.edu/travel/.

The Divisional Administrative Assistant can provide assistance with questions on ELF preparation and basic travel policy.

For all travel questions, you may also contact the following Libraries Budget Office staff:

Denise Wright, dmwright@umd.edu or 5-9246
Joan Morris, jmorris3@umd.edu or 5-9044

Ethel Wilson, ewilson2@umd.edu or 5-9248
Credits:

Materials in this packet adapted from the University of Maryland Travel Services Office’s Travel Training Documentation and the Office of the Comptroller’s Financial Forms Documentation. 8/6/06.
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