Local Travel Reimbursement Online Instructions
TEST SYSTEM – http://servicestrain.dfa.cornell.edu/travel
Be sure to do a practice one, and wait for my approval before entering an actual trip.

REAL SYSTEM 

1. https://travel.dfa.cornell.edu/travel/ 
2. Click on Start a new trip.
3. Fill out the sections as follows:

· Select traveler: I will be the traveler
· Select payment request preparer: Someone else will prepare the payment request
· Net ID: Enter srw237 (Scott Richard Williams)
· Accounting instructions: Enter account number(s) to be charged. If more than one account, you must indicate either dollar amount or percentage to be charged to each account. 
· ESNY, EFAP, FNLC = (see account number for the year – object code is 6750)
· EFNEP = (see account number for the year – object code is 6750)
· Select traveler’s supervisor:
· Net ID: Enter cmp10  (Carol Parker) 
· Primary destination: Enter NYC local travel
· Travel dates
· Departure date: First date of travel you are claiming on this reimbursement
· Return date: Last date of travel you are claiming on this reimbursement
· Business purpose of trip: Explanation must be clear to someone unfamiliar with your program. Do NOT use acronyms.
· Ex: To present nutrition workshops and conduct needs assessments for Emergency Food Assistance Program (written out instead of “EFAP”)
· Meal reimbursement type: No meal reimbursement requested
· Travel Advance: Nothing to enter
4. Click on Next Page.
5. Click on Next Page again.
6. Under Expenses Not Requiring Receipts, click Add new expense.  
7. Fill out the fields as follows:

· Category: AT Destination (taxi, subway, etc.)
· Date: Date of travel

· Description: Mode of transportation, specific place, and purpose
· Ex: Subway to/from St. Mark’s Church to conduct needs assessment
· Total amount: Enter amount

8. Click Add to continue to enter travel dates, or Done if finished.  

9. After you have finished entering all travel dates, you will return to the Trip page where your total reimbursement will show in the top right section. 
DO NOT click Submit Trip. 
When you have finished, change Trip Preparer to:

Brooklyn Staff – cac428 (Courtney Crawford)
Bronx & Queens Staff – check to see who that is for your staff
Then click on Exit Trip.  
Give your paper copy of the Local Travel Reimbursement sheet to Courtney Crawford (if in Brooklyn office) or your admin (if in Bronx or Queens).
They  will check your trip, print the cover sheet, and submit it to Cornell (Ithaca) for payment.  
To check the status of your reimbursement: 

1. Travel System ( Other trips I can view 

2. Find the trip and click on History.
