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The Office of Ethics, Compliance and Corporate Integrity (OECCI), in
collaboration with Information Services and Technology (IST), is pleased to
announce the development of the online versions of the various paper-based
Ethics and Travel Forms . The Attendance at Events , Outside Activity
Questionnaire , Scholarly Capacity Annual Disclosure |, Travel Advance , and
Travel Expense forms are all now available via the University portal
(MY.umdnj.edu). These online forms will allow the UMDNJ community to
conveniently submit their Ethics and Travel Forms, greatly streamlining the
request and approval process, as well as reducing costs associated with paper
consumption.

If you have any problems with filling out the forms or have any questions or
comments, you can e-mail the Ethics and Travel Forms Helpline at
ethicsformshelp@umdnj.edu
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(Note: Pictures are included for illustrative purposes only, and may only approximately

resemble your screen.)

Accessing Ethics and Travel Forms

To access the Ethics and Travel Forms , log into the University portal

(MY.umdnj.edu) with your username and password, as indicated by the red oval:
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Central Authentication Service (CAS)

Thiz is the single point of sign-on ta many
LMDMNJ-based web resources. Once you sign in to
the CAS service, you will be able to navigate to
other UMDM.J web-based-authenticated resources
without being prompted to log in again for the
duration of your work day or until you quit your web
browser application.
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Flease note that upon your initial login to my UMDMNI.edu
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answers you entered into the old version,
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After you have logged in, you should see the main UMDNJ ToolBox section on
the left-hand side of your screen under the Welcome tab, as indicated by the red

oval:

¥ my.UMDNJ.edu - Mozilla Firefox B i [=] 9|
File Edit “iew History Bookmarks Tools Help

{b‘@ = @‘ [IGl- Google F

| @my.uMDNJ.edu 8| [~

Reseanc. EDUCATION, HEALTHCARE. STATEWIDE.

EE] l |
k! MDNJ Search for. IUMDNJGnng\e
O B 'UNIVERSITY OF MEDICINE &
DENTISTRY OF NEW |ERSEY
D0
- By

e-mail calendar groups myapps admin

logout  help what's new

June 20, 2009

Research Education gre  Administration My Tab
UMDNJ Toolbox | President's Channel EEE | [UMDNI Alert (=G
UMD Welcome!
[manage | % | grmratiom! W Prosident's Fage
Open Forums with President Qwen IST =
University-wide ToolBox -~ r. Owen Outlines Easy Wins Strategy Emergency Management -~
@ Calendar/PDa Synchronization Guide . Owen's Middle States Celebration
¥ Emergency Motification Registration -ter calendar [ manage |
@ Ethics and Travel Forms
&) My University 1D .
-4 Setting up a vacation Message EEE My Calendar EEDEE
@ gurf Control 1 USTglnggL‘r?ﬂmf:nﬂf‘gts < June 2009 >
@ Telephone Directory Add/Change/Delete Form [ = [ m [ T [w [T [F[s H
o= " 01 02 03 04 05 06
Student ToolBox - 07 08 09 10 11 1z 13
- pus Announcements oEE i a5 16 17 18 15 5
Student Travel Forms  [Still Hidden] CCLC ACTIVITIES S 53 33 34 28 36 5
Setting up Email Forwarding 28 28 30 G
@ N Transit's Quik-Tik Program JERSEPAID FAMILVILEAVE Today is: 2009/06,30
Aecessing Email from my.umdnj.edu F TUMOR COLLARBORATIVE STUDY GROUP
@ MedEd Portal ... Events:
Faculty ToolBox Hogs
Staff Toolbox thics Da _ y BEE | | jpvitations:
'The Ethics Day channel, has been moved to the Administration tab
You have (2) new invitations.

GSBS

Banner Self-Service 1= 3
UMDNJ Events BEE

To facilitate the Banner Fiscal 2009 Year End processing on Tuesday

June 30th ALL USERS MUST BE OFF THE SYSTEM BY :30 PM. B Administrative Management
¢ Personal Information FILTER BY:
+ Employee Services June 30 - July 10, 2009
wednesday 07/01/09

——————— View Pay Stubs
OMN SITE 7:30am - 9:30am
Audit Committee Mesting

campus: Newark

SN Student

S0M
SPH - Details : Print
Mk SITE 9 30am - 11 ONam el
Done #|& |§) 7

The Ethics and Travel Forms link is located under the University-wide
ToolBox , as indicated by the red oval:
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Ethics and Travel Forms — Main Menu

The Ethics and Travel Forms main menu will open in a new window. On this
page, there will be links to create a new form and display a listing of all of the
Ethics and Travel forms and their current status which you (or your Proxy) have
submitted over the course of a calendar year. If you are a supervisor, you will
also see a section near the bottom which lists all pending submissions which
require your review.

As you can see from this example screenshot, several requests for Attendance
at Events and Outside Activity Questionnaire have been submitted, with the
Event Name (and Travel Advance/Expense form links, if applicable), Entered by
Proxy, Event Date, Last Update, and Status fields displayed:
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The status fields for the Attendance at Events , with their various colors, will be
one of the following:

Approved - indicates that the request to attend a particular event has
been reviewed and approved by the Ethics Liaison Officer (ELO).
Submitted — No ELO Approval Required - indicates that the form has
been completed and submitted but ELO approval was not required
because attendance at the event is being done in a Scholarly Capacity.
Once a form has been submitted and reviewed by the ELO, it cannot be
edited.

NOT Approved - indicates that the request has not been approved by the
ELO.

Saved - indicates that the information entered into the form has been
saved into the database but not submitted for review. You can go back
and edit Saved forms at any time prior to submitting them. Please note
that you must eventually submit the forms in order for them to be reviewed
by the ELO.

Pending — Waiting for ELO Approval _ — indicates that the form has been
submitted and is currently awaiting ELO review and approval.

The status fields for the Outside Activity Questionnaire , divided up into three
sections (the Principal, Supervisor, and ELO), along with their various colors, will
be one of the following:

Principal Section

0 Saved - indicates that the information entered into the form has
been saved into the database but not submitted for review. You
can go back and edit Saved forms at any time prior to submitting
them. Please note that you must eventually submit the forms in
order for them to be reviewed by your supervisor and/or the ELO.

o Submitted - indicates that the information entered into the form
has been saved and submitted, and has now passed over to your
Supervisor for review and approval.

Supervisor Section

o Pending - indicates that there is a pending review of your
submitted form for the Supervisor.

o Approved - indicates that the submitted form has been reviewed
and approved by your Supervisor, and has now passed over to the
ELO for review and approval.

o NOT Approved - indicates that the submitted form has not been
approved by your Supervisor.




ELO Section
o0 Pending - indicates that there is a pending review of your
submitted form for the ELO.
o Approved - indicates that the submitted form has been reviewed
and approved by the ELO.
o NOT Approved - indicates that the submitted form has not been
approved by the ELO.

As you can see, the Outside Activity Questionnaire form requires additional
approval from your designated supervisor before being passed over to the ELO
for final approval.

The Scholarly Capacity Annual Disclosure  form is used to keep track of those
events which you have attended in a Scholarly Capacity.

If you are a supervisor, you will also see the additional section called Outside
Activity Form Queue for Review near the bottom. This section lists all of the
submissions from employees and faculty who have designated you as their
supervisor. These particular submissions will require your review and approval
before being passed over to the ELO for final approval.

For additional information about the “Proxy Access” and the “Travel Advance
and Travel Expense Forms” features, please refer to the appropriate sections
listed on pages 17 and 25, respectively, of this user documentation.



Attendance at Events Forms

You can create a new Attendance at Events form by selecting the “Click Here
to Create a New Attendance at Events Form”  link from the Ethics and Travel
Forms — Main Menu screen, which will open up a blank form in a new browser
window (the top half is shown below):
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UMDNJ Attendance At Events Electronic Submission Form

fields with * mark denotes a required field
DENTIOTRY OF MEW JEROEY

PERSONAL INFORMATION

* First Name: * LastName: * Title:
Soott Tiger

* Univ ID: * Email Address: * Department:

A89999999 SconTger @umdnij.edu IST

* unit: Division:

C‘S Administration

* Work Address:
I 123 Road Street, Anytown N1 08301

l'_l_l_

SUPERYISOR INFORMATION

* First Name: * Last Name: Supervisor's Email Address:

Jahn Smith JohnSmith @umdnij.edu
EVENT INFORMATION

* tvents
Tgchnmugy Conference

Locatio

NewYmk City
nal] nnsm—: i
Micros oft

* Reason for Attendance?

To learn asbout new computer technologies

* Date From:

FEF

7v/11-/2nuav
* will sponsor offer an honorarium or fee? =

| Done - el

Some of the fields are marked with a red asterisk ( *), indicating that it is
required. You must complete this field before you can proceed. For additional
assistance with a particular field, you can click on the blue question marks
indicated by the Bl symbol; a pop-up box containing helpful information will
appear.



While filling out these forms, you will notice that depending on which answer you
provide, the forms will sometimes expand, providing additional fields for you to
complete. This screenshot shows the result of clicking “Yes” for attending an
event in a Scholarly Capacity -- additional detailed fields have appeared which
can be used to document the various benefits you may have received related to
activities performed via Scholarly Capacity:
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* Date From:
7 =17 = 008 =
* Date To:
7 =] 11 7008 =
* will sponsor offer an honorarium or fee?
T oves O Mo
* Will you be attending in a Scholary Capacity?
® ves O o
List below any benefit you will receive, from any source, including, limited to, travel, te honoraria, academic prizes, or other things of value
related to activities performed in your scholady capacity. Identify the source of each benefit you will receive.
Type of Benefit Details Amount of Benefit Source
[Meals = [Buftet [50.00 [Restaurant
[Lodaing =l [Hitton [100.00 [Hotel
[Transportation = [Train ride [50.00 [Amtrak
[Registration Fee =] [Required to attend [50.00 [Sponsor
[ Distinguished Award x| [Gold Medal [200.00 [Sponsar
[Honorarium = [Speaking Fee [100.00 [University
[Other =l [voucher [s0.00 [Sponsar
Form Review History
Name [pate fstame [comment
Form Signature
* Employee Signed: [* Date:
John Smith [25-Aug-08
Sign | Reset | SeweForm | SubmitFam
Comments:
Done Q9

Any benefits received via Scholarly Capacity that you enter and submit on the
Attendance at Events form will automatically be saved to the Scholarly
Capacity Annual Disclosure form. This form can be accessed from the main
Ethics and Travel Forms page.



If “No” is chosen for the question of attending an event in a Scholarly
Capacity, different questions will appear:
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* UMDNI to pay cost?
government, one or more other states or a political subdivision thereof?
pppppp
Form Review History
Name [pate [status [commen t
Form Signature
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John Smith [25-Aug-08
Sign | Reset | SaveFom | SubmitFarm
Commen ks
I will not be attending in a Scholarly Capacity. Please approve ny request.
Done (]

In any case, the very bottom of the Attendance at Events form will contain the
following same options:

Sign —When you click on this button, you are attesting to the fact that you
have not shared the password to access your MY.umdnj.edu portal
account with anyone else, and that you accept UMDNJ Computing
Policies for Rights And Responsibilities For The Use Of Universi  ty-
Accessed Electronic Information Systems (located at
http://www.umdnj.edu/oppmweb/Policies/HTML/Admin/00-01-10-40 00.html) and

Protection Of Sensitive Electronic Information (SEI ) (located at
http://www.umdnj.edu/oppmweb/university policies/ethics compliance/PDF/00-01-15-

50_00.pdf). Doing so will electronically “sign” the form prior to submission
for you. The Employee Signed and Date boxes will be automatically filled
in with your name and current date.

Reset — clears the entire form of anything you may have entered.

Save Form - allows you to save the contents of the form into the
database without submitting it to the ELO for review and approval. Ata
later point in time, you can retrieve your saved form by clicking on the
appropriate link in the Ethics and Travel Forms — Main Menu and
continue to edit it. You must Sign the form before you can Save it.




Please note that you must eventually submit the forms in order for them to
be reviewed by the ELO.

Submit Form - allows you to submit the completed form to the ELO for
review and approval. You must Sign the form before you can Submit it.

You also have the ability to write optional comments or notes within the
Comments box.

Note: Please click only ONCE on the Save Form and Submit Form buttons and
wait for the response to display on your screen. Clicking on those buttons two or
more times may result in duplicate and/or erroneous submissions.

After the form has been submitted, a read-only version will appear on screen,
where you can print the results for your own records, or exit from the system:

¥ Mozilla Firefox X =] ]
File Edit View Higtory Bookmarks Tools Help
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“ UMDN State of New Jersey Request for Approval for Attendance at Events

Dmﬂsu o NE Veesey

[ dohn Srmith [Titte: [ Executive
[ I [ (e BST-Applications
ics Department: st |pwvision: s
| e |Phone: [ |Fax: [
| 123 Roadt Strect Anyiown 14 08901 univ 10+ | Aggagasee
[ Supervisor Email
| Robent Jones Addrage: | Roertionesgumaniedu
|untware Technoiogy | . [ from 05/05/‘2008 w
\rowrdtabie ‘Evznt Location New Bruns wick !Dabz 05/09/2
o |Sponsor: [vpuare
it of continuing education credit towards sting license /certification? [0

|~o

T M i
\zo0c.00 \ )
i
ent, one or more other states or | jNa
I =d |l Ii
o }: :-y spol interested o o
e |Reason \Improve my of virt
Attendance at Events Form Review
) T > 20080701 | " I
ELO Mame: | ELO Officer ‘Date. | rAEheer: [status \Approved
Comment [
Exit
Done Q

You can also access any saved or submitted Attendance at Events forms by
clicking on the appropriate link within the Ethics and Travel Forms — Main
Menu. Please note that you have the ability to edit your forms (even if
submitted) if it has not been reviewed by the ELO.
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Outside Activity Questionnaire

The Outside Activity Questionnaire forms can be accessed by selecting the
“Click Here to Create a New Outside Activity Form” link from the Ethics and
Travel Forms — Main Menu screen. If you have already submitted a previous
Outside Activity Questionnaire , a page will be displayed where you can specify
that you have not had any change to your previous Outside Activity
Questionnaire status, or if you would like to report new or updated activity.

If you choose “No Change From Last Time” , you are confirming that you have
not had any change to your previous Outside Activity Questionnaire Status. Your
most recently-submitted Outside Activity Questionnaire form will be displayed in
a read-only (non-editable) format. Please note that choosing this option will not
allow you to make any changes to any of the fields. As a result, you will be able
to only review, electronically sign, and submit the data as a new submission.

If you choose “Report New Activity” , you are confirming that there are changes
or updates to your most recently-submitted Outside Activity Questionnaire
Status. Choosing this option will allow you to make changes to any of the fields.
As a result, you will be able to edit, electronically sign, and submit the data as a
new submission.

Make your appropriate choice and click on the “Continue to OAQ form”  button

to continue, or click on “Cancel and Go back to My Ethics Forms”  to cancel
and to return to your main Ethics and Travel Forms — Main Menu  screen.
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Based on the option you chose, you will see your most recently-submitted
Outside Activity Questionnaire data appear in either a read-only (non-editable) or
fully-editable mode.

If this is your first time filling out the Outside Activity Questionnaire, then you will
be presented with a blank form (the top half is shown below):

Some of the fields are marked with a red asterisk ( *), indicating that it is
required. You must complete this field before you can proceed. For additional
assistance with a particular field, you can click on the blue question marks

indicated by the ~ symbol; a pop-up box containing helpful information will
appear.

Note: if you do not specify the “Name of Outside Employer or Business” in

Question #2, the words “Not Specified” will be automatically filled in as your
response.
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While filling out these forms, you will notice that depending on which answer you
provide, the forms will sometimes expand, providing additional fields for you to
complete. This screenshot shows the results of clicking “Yes” for certain
guestions -- additional detailed fields have appeared which would need to be
completed prior to submitting the form:

In any case, the very bottom of the Outside Activity Questionnaire  form will
contain the following same options:

Sign —When you click on this button, you are attesting to the fact that you
have not shared the password to access your MY.umdnj.edu portal
account with anyone else, and that you accept UMDNJ Computing
Policies for Rights And Responsibilities For The Use Of Universi ty-
Accessed Electronic Information Systems (located at
http://www.umdnj.edu/oppmweb/Policies/HTML/Admin/00-01-10-40 _00.html) and

Protection Of Sensitive Electronic Information (SEI ) (located at
http://www.umdnj.edu/oppmweb/university policies/ethics compliance/PDF/00-01-15-

50_00.pdf). Doing so will electronically “sign” the form prior to submission
for you. The Employee Signed and Date boxes will be automatically filled
in with your name and current date.

Reset — clears the entire form of anything you may have entered.

Save Form - allows you to save the contents of the form into the
database without submitting it to your supervisor and/or the ELO for
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review and approval. At a later point in time, you can retrieve your saved
form by clicking on the appropriate link in the Ethics and Travel Forms —
Main Menu and continue to edit it. You must Sign the form before you
can Save it. Please note that you must eventually submit the forms in
order for them to be reviewed by your supervisor and/or the ELO.

Submit Form - allows you to submit the completed form to the ELO for
review and approval. You must Sign the form before you can Submit it.

An automated e-mail notification regarding your Outside Activity will be sent to
your indicated supervisor after the form has been submitted. The e-mail will
contain instructions and a link for your supervisor to review your Outside Activity.

Note: Please click only ONCE on the Save Form and Submit Form buttons and
wait for the response to display on your screen. Clicking on those buttons two or
more times may result in duplicate and/or erroneous submissions.

After the form has been submitted, a read-only version will appear on screen,
where you can print the results for your own records, or exit from the system:

You can also access any saved or submitted Outside Activity Questionnaire
forms by clicking on the appropriate link within the Ethics and Travel Forms —
Main Menu .
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Scholarly Capacity Annual Disclosure Form

The Scholarly Capacity Annual Disclosure Form (SCD) is automatically
created when you have attended an event in a Scholarly Capacity as indicated
on the Attendance at Events Form. The SCD is completely editable during the
entire current calendar year; however, after January 1 of the current year, the
previous year's SCD will no longer be editable.

Similar to the My Attendance at Events and Outside Activity Questionnaire
forms, certain fields are marked with a red asterisk ( *), indicating that it is
required. You must complete these fields before you can proceed. For
additional assistance with a particular field, you can click on the blue question

marks indicated by the  symbol; a pop-up box containing helpful information
will appear.

The Benefits section is expandable to as many rows as necessary — simply click
on the “Add Another Row” button to dynamically create a new row. Please
note that you can only add one new row at a time — click the Save the Scholarly
Capacity Annual Disclosure Form  button at the bottom of the page each time
you wish to add another row. To delete an already saved/submitted row, click on
the “Delete” button at the end of each row:
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Additional rows on the bottom half of the SCD allow you to list any compensation
(excluding salary from your employing institute) you may have received in a
Scholarly Capacity:

Click the Save the Scholarly Capacity Annual Disclosure Form button when
you are finished to save any data you have entered.

Note: Please click only ONCE on the Save the Scholarly Capacity Annual
Disclosure Form button. Clicking on that button two or more times may result in
duplicate and/or erroneous submissions.

Once you are finished editing the form, click on the “Exit” button to return to the
main Ethics and Travel Forms page.
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Proxy Access

Optionally, the Ethics and Travel Forms can also be accessed and filled out by
a person whom you designate, called a Proxy, on your behalf. A Proxy can
complete the Attendance at Events , Outside Activity Questionnaire
Scholarly Capacity Disclosure, Travel Advance, and Travel Expense forms
acting directly on your behalf. Proxies can also fill out Ethics and Travel forms on
behalf of an entire group, department, or unit.

It is important to note some definitions here:
Principal - indicates the person who has logged into their own personal
Ethics and Travel Forms and has assigned and authorized a Proxy to
complete and save forms directly on the Principal’s behalf. Principals
have full power to complete, sign, save, and submit their own forms, as
well as review, sign, save, and submit forms filled out by their assigned
Proxy.
Proxy — indicates the person(s) who have been assigned and authorized
by the Principal to complete and save forms directly on the Principal’s
behalf. Proxies can only save forms; they cannot submit them. Only
Principals can submit forms saved by the Proxy on their behalf.

As an example, John Smith is the Principal who logs into his own Ethics and
Travel Forms and then assigns Mary Jones as the Proxy to fill out Ethics and
Travel forms directly on John Smith’s behalf.

Adding and Editing your Proxies
To set up your initial Proxies, or to edit any already existing Proxies, click on the

“Add/Edit My Proxy” link near the top right-hand corner of the main Ethics and
Travel Forms window:

17



A new window will appear which will allow you to add and edit your Proxies. A
Principal can assign, at most, two (2) Proxies, but a particular Proxy can be
assigned by an unlimited number of Principals. An example of this would be a
department secretary filling out Ethics and Travel forms on behalf of ten or more
department Directors.

To add or edit your Proxies, type in their username (the portion of their UMDNJ
e-mail address, before the “@” symbol) into the illustrated boxes directly
underneath the Proxy 1 (and Proxy 2, if you are designating a second Proxy)
header:

DO
DO

Click on the Verify Proxy 1 button (and Verify Proxy 2 button , if you are
designating a second Proxy) to display additional demographic information about
the person. This is to help confirm the person’s identity and to make sure you
are indeed adding the correct Proxy.

Similarly, to delete a particular Proxy, click on the Delete Proxy 1 button (and

Delete Proxy 2 button, if you are deleting a second Proxy). This will temporarily
remove the Proxy’s information from the fields.

18



Once you are finished with adding and editing, click on the Save Proxy
Information button at the bottom of the screen to save your changes. To go
back to the main Ethics and Travel Forms window, click on the Exit from this
screen link near the top right-hand corner.

If you are a Principal, and no one has assigned you as their Proxy, your main
Ethics and Travel Forms window should not change. However, if you have
been assigned as another person’s Proxy, you will see two new additional drop-
down menus (“Proxy work for a person”  and “Proxy work for a Group” ) near
the top right-hand corner of your main Ethics and Travel Forms window:

Acting as a Proxy for one Principal

When you are ready to act as the Proxy for one Principal, select the desired
name from the drop-down menu underneath “Proxy work for a person” . You
will see a pop-up message:
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Click on the OK button to continue, or click Cancel if you do not wish to enter
Proxy Mode.

Once you are in Proxy Mode, you will first notice that

. This is to remind you that you are indeed in Proxy Mode and any
forms you complete, review, and save are on the behalf of the Principal. Also,
you will notice the words “Proxy Mode for ...” at the top of the page in order to
help differentiate between your own personal Ethics and Travel Forms and that
of your Principal’s:

At this point, similar to when you are in your own Ethics and Travel Forms , you
can create new Attendance at Events , Outside Activity Questionnaire , and
Scholarly Capacity forms for your Principal. When you (as the Proxy) go to
electronically sign and save the forms, the Principal will receive an automatic
email notification. This notification will remind the Principal to log into the Ethics
and Travel Forms system as themselves to review and submit the form.

Remember, the Proxy can only Save forms on behalf of the Principal — they
cannot submit them. Only the Principal can Submit forms.
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Once you are finished entering forms for your Principal, click on the Log out as
Proxy link (located near the top right-hand corner of the screen) to exit Proxy
Mode and to go back to your own personal Ethics and Travel Forms page.

Acting as a Proxy for a Group
When you are ready to act as the Proxy for a Group, select the desired form from

the drop-down menu underneath “Proxy work for a Group” . You will see a
pop-up message:

Click on the OK button to continue, or click Cancel if you do not wish to enter any
forms for a group via Proxy Mode.
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Once you are in Proxy Mode for a Group, you will first notice that

. This is to remind you that you are in Proxy
Mode and any forms you complete, review and save are on the behalf of the
Principal(s). Also, you will notice the words “Proxy Form for ...” at the top of
the page in order to help differentiate between your own personal Ethics and
Travel Forms and that of your Principals’:
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To fill out the same form for a group of Principals who have assigned you as their
Proxy, click on the drop-down menu at the top of the page labeled “Select
Person to Proxy for---“ and select the appropriate Principal:

DO

A confirmation pop-up message will appear:

Click on the OK button to continue, or click Cancel if you do not wish to enter any
forms for a particular Principal via group Proxy Mode.
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After you have chosen a particular Principal, their personal information will be
automatically filled in at the top of the form:

You will now be able to fill in the rest of the Principal’s information for the
particular event, and save it when you are finished. The Principal will receive an
automatic e-mail notification indicating that a form has been saved on their
behalf.

If you have more than one Principal who will be attending the same event,
choose any additional names from the “Select Person to Proxy for---*  drop-
down menu. The personal information section will change to reflect the new
Principal chosen from the drop-down menu, but the other fields that you filled out,
such as the details of the event, duration, Scholarly Capacity, etc., will remain the
same, allowing you to easily submit the same event information for each
Principal. This process can be repeated as many times as necessary for each
individual Principal.

Once you are finished entering forms for your Principals, click on the Log out as

Proxy link (located near the top right-hand corner of the screen) to exit Proxy
Mode and to go back to your own personal Ethics and Travel Forms
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Travel Advance and Travel Expense Forms

If a particular Attendance at Events form is saved or submitted that meets one
or more of the following criteria:
Travel outside the New Jersey, Metropolitan New York City or the greater
Philadelphia areas
Overnight stay at a hotel
The cost of lodging and meals exceeds $145

then you will be able to fill out the corresponding Travel Advance (TA) and/or
Travel Expense (TE) forms and these links will appear on the main Ethics and
Travel Forms window. To access the appropriate form, click on the TA or TE
form link associated with a particular event from the main Ethics and Travel
Forms page:
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Clicking on the TA link will display the Travel Advance form in a new window:
(top half shown)

(bottom half shown)
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After you have completed filling out the Travel Advance form, you can click on
the “Save Draft” button at the bottom of the screen to save the data. If you wish
to print your data, click on the “Print Form” button, also located at the bottom of
the screen. A PDF version will be displayed, and you can click on the print icon
(located at the top left-hand corner of the screen) to print out a copy:

O
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Similarly, clicking on the TE link on the main Ethics and Travel Forms window
for a particular event will display the Travel Expense form in a new window:

(top half shown)
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(bottom half shown)
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After you have completed filling out the Travel Expense form, you can click on
the “Save Draft” button at the bottom of the screen to save the data. If you wish
to print your data, click on the “Print Form” button, also located at the bottom of
the screen. A PDF version will be displayed, and you can click on the print icon
(located at the top left-hand corner of the screen) to print out a copy:

O
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