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ELMS Guide for the Business Managers

1. Introduction
Elections Saskatchewan (referred to in legislation as The Office of the Chief Electoral Officer) is
the province’s independent, impartial, election management body. Under a legal mandate
established by the Legislative Assembly of Saskatchewan, Elections Saskatchewan plans,
organizes, conducts, and reports on provincial electoral events.
Under The Election Act, 1996 (the Election Act), Elections Saskatchewan administers provincial
electoral events and oversees registered political parties’ and candidates’ administration of
their electoral finances.
Elections Saskatchewan has developed a new Electoral Management System (ELMS) to help
business managers complete the Candidate Return of Election Expenses.
This guide describes how business managers will use ELMS to track a candidate’s campaign
contributions and expenses online in order to prepare the Candidate’s Election Return.
For information and help on completing the return, including definitions of the different
categories of contributions and expenses, business managers should refer to The Election Act,
1996 and A Guide for the Business Manager to The Election Act, 1996, which are available on
Elections Saskatchewan’s website.
Once all information is entered into ELMS and the audit has been completed, the business
manager should submit the return in ELMS and:
print and sign a paper copy of the return for submission;
complete the Designation of Reimbursement section;
print all supporting forms;
attach original supporting documentation (invoices, receipts, cancelled cheques, bank
statements, copies (and scripts for radio and tv) of all advertising expenses, supporting
forms, etc); and
 submit to Elections Saskatchewan.






This return must be submitted to Elections Saskatchewan within 3 months of polling day 1. It is
recommended that you take a copy of the return and all paperwork for your records before
submission to Elections Saskatchewan.
If you have any questions about how to complete the Candidate Election Return or about using
ELMS, call 1-877-958-8683 or email info@elections.sk.ca.

1

The Elections Act 1996, Section 261(1)
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2. ELMS Overview
2.1

What is ELMS?
ELMS is Elections Saskatchewan’s web-based Electoral Management System. It allows business
managers to:




2.2

enter and track their candidate’s campaign contributions and expenses;
generate and print the Candidate Election Return; and
print supporting forms.

Features and Functions
ELMS features and functions include:







ELMS is a secure, web-based application that you can access any time of day, from any
computer using a web browser.
ELMS allows you to record candidate’s contributions and expenses online with
automated calculations and totalling.
ELMS provides the flexibility to capture information in the system when it is convenient
for you, save it and return to work on it at a later time.
ELMS provides you with the ability to complete and print off the Candidate Election
Return and supporting forms.
ELMS contains built-in tips and reminders to assist you while you are completing the
return online.
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3. Getting Started in ELMS
3.1

Computer Requirements
To access ELMS, you will require a:




3.2

web browser 2 and internet access;
Adobe Reader (version 6.0 and higher); and
an email account.

Requesting Access
Once your candidate’s Nomination Papers have been accepted by the Returning Officer, you
can contact Elections Saskatchewan by email at info@elections.sk.ca or by phone 1-877-9588683 to set up an ELMS user account.
Your user id will be the email address provided on the Nomination Papers. You must use this
email address to log into ELMS. If you would like to use a different email address, please
advise Elections SK when you request your user account.

3.3

Logging on to ELMS
ELMS is a web-based application you can access from any computer with Internet access,
using your email address. To log on to the ELMS application, open your internet browser and
type the following URL in the address bar:
https://elms.elections.sk.ca

3.4

ELMS Password Policy
You will need to establish a password for your user account in ELMS. For security reasons,
passwords must conform to the following requirements:

Password Policy
1) Passwords must be at least 7 characters long
2) Passwords must contain all four of the following elements:
a. At least one uppercase letter;
b. At least one lowercase letter;
c. At least one number; and
d. At least one special character (e.g. !, #, *)
3) You cannot re-use your last five passwords
4) Your password cannot contain your username
2

Recommended browsers are: Chrome, Internet Explorer and Firefox.
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3.5

First Time Access
Once your user account has been set up by Elections Saskatchewan, you will receive an email
message that a password reset has been requested for your account. It includes a link to the
application login page. This is a default email that will be sent to all users the first time they log
on and you can disregard the notice about requesting a password reset.

1. Open the email and click the Reset your Password Here link appearing in the message.

2. After clicking on the link, the Reset password screen will appear.

3. Type in your email address in the Email field, enter your password in the Password field and
then re-enter that same password in the Confirm password field and click Reset.

6
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4. A screen will appear to confirm your password has been reset. When this screen appears, click
on the click here to log in link provided in the email message. This link will take you to the
ELMS Log in screen.

5. On the ELMS Log in screen, type in your email and password in the fields provided and click the
Log In button.

7
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3.6

Forgot Password
If you forget your password once you have established your account, you can request a password
reset through the application by following the steps outlined below.

1. To reset your password, click on the Forgot your password? link.

2. Next, type in your email address in the Email field and click the Email Link button.
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3. You will see the following confirmation screen.

4. You will receive an email message providing a link to reset your password. Open the email and
click the Reset your Password Here link appearing in the message.

5. The Reset password screen appears. This is the same screen that you see when you log in for
the first time.
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6. Type in your email address in the Email field, enter your password in the Password field and
then re-enter that same new password in the Confirm password field and click Reset.

7. A screen will appear to confirm your password has been reset. Click on click here to log in
which will take you to the ELMS Logon screen.

8. On the ELMS Log in screen, type in your email and password in the fields provided and click the
Log In button.

10

ELMS Guide for the Business Managers

3.7

Navigating in the System
The screens in ELMS consist of tabs that allow you to easily move from one screen to another,
as well as between data entry fields. You can navigate within ELMS using your computer’s
mouse and keyboard.
Using your mouse to navigate:


Move your mouse to a location on screen, or to a field and click your mouse.



For a data entry field (i.e., fields requiring information to be typed into them), move
your mouse to the field and click the mouse. You can then begin typing in the field.

Using your keyboard to navigate:

3.8



Click the Tab key on your keyboard to move between data entry fields (i.e., fields
requiring information to be typed into them).



Once your cursor is in the field, you can begin typing in the field.



Tabbing does not navigate between screens, or allow you to select tabs located on
screens.

Logging Off
You can log off of the ELMS application by clicking the Log off button on the top right hand
corner of the screen.
After a period of inactivity of 24 hours the application will automatically log you out. You will
have to log back in to resume entering information on your return. Your data will be saved
from the last point of entry.

11
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3.9

Online Help
The system has online help available to assist you while you are using ELMS to track
contributions, expenses and generate the Candidate Election Return.
1.

Turning Online Help On/Off
The online Help button is located in the top right corner of your screen.

By default, the ELMS Help function is “ON”, enabling you to access the Online Help features
built into the system. We recommend you leave this on.
To turn online help off, click on the word Help on the button.
Warning: You will not see any additional help information if help is turned off.

To turn online help back on, click on the Help button.

2.

How to Access Online Help
When you see the question mark

icon, online help is available for additional information.

To access the online help, hover directly over the

icon and a pop-up screen will appear with

additional information. For example, if you move your mouse to the
following online help will appear:

12
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3.10 Other Helpful Information
Elections Saskatchewan’s website contains additional information to assist you with
completing the Candidate Election Return.
The website can be found at: http://www.elections.sk.ca
The following associated documents are available online:


The Elections Act, 1996;



A Guide for the Business Manager to The Election Act, 1996;



A Guide for the Candidate to The Election Act, 1996;



A Guide for the Auditor of a Candidate; and



A Guide for the Independent Candidate’s Business Manager to The Political Contributions
Tax Credit Act, 2001.

13
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4. ELMS Home Page and Actions
Open your Internet browser and type the ELMS URL in the address bar:

https://elms.elections.sk.ca
The ELMS logon screen will appear.

To log in, enter your email address in the Email field and your password in the Password field
and click the Log In button.
The ELMS home page will appear. What is displayed on this screen depends on the role you
have in the system.
There are two user roles defined in ELMS:


Candidate/Business Manager and



Party Representative.

Your name will appear in the top right hand corner of the screen.
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Candidate View: If you are a candidate, you will only see yourself.

Business Manager View: If you are a business manager responsible for one or more candidates, a list of
all the candidates associated with the business manager will appear.

16
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From the Candidate Registrations screen, you can see summary information including:

4.1



Constituency;



Candidate;



Business Manager;



Status of the election return (default is Not Started);



Due date for the election return (default is 90 days from polling date); and



A list of Actions that are described below.

Business Manager and Candidate Actions
You will see four buttons located under the Actions heading:
Provides access
to supporting
forms to
accompany the
election return (e.g., expense forms, travel
claims, etc.)

Provides access to
the Candidate’s
Election Return.
This is the primary
screen used to access all of the Candidate’s
Election Return details, including
contributions, expenses, authorized
purchasers and supporting forms.

Provides access to maintain
the candidate information,
such as email, phone
numbers and addresses.
Business managers should ensure their
candidate’s information is kept up-to-date.

Opens the
Candidate’s Election
Return in PDF format.
The business manager
can see and print a copy of the return at any
time. A draft watermark will appear on the
printed copy until the return has been
“Submitted”.
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5. Updating Contact Details
Elections Saskatchewan will define all candidates and their business managers in ELMS based
on the information in the Nomination Papers that are filed with the Returning Officer.
A business manager is responsible for keeping their contact information, as well as their
candidate’s contact information, up-to-date, including address information, phone numbers
and email addresses.

5.1

Updating Candidate Contact Details
From the ELMS Home Page, click on the Edit button (see below) to access the candidate’s
contact information.

An Edit pop-up window will appear where you can edit (i.e., update) user information in
any of the following 3 tabs:
a. Main – To record name, email and phone numbers
b. Contact info – To revise address information
c. Alternate - To record information on an alternate address.
NOTE: This Alternate tab only appears if you checked the Address is different checkbox on
the Contact info tab.
Select the tab where you want to make changes.
The Main tab is the default tab, automatically appearing in a pop-up window. This tab is
used to record the user’s name, email address and phone numbers.
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a. Update the First Name, Middle Name(s) and Last Name fields as required.
b. Update the Email.
You may also update phone number(s) in the Phone1 and Phone2 fields.
a. At least one phone number must be entered.
b. Enter the phone number in the following format: 1-999-999-9999

• 1 - Country code
• 999 - Area code
• 999-9999 - Phone number
c. If there is a phone extension, type it into the separate box (e.g., 74444).

d. Next select the type of phone number from the drop-down list. Options include:
• Res - Residential
• Bus - Business
• Cell – Cellular
e. If you want to enter a second phone number, please repeat Steps 5b to 5d for Phone2.
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If you want to update any address information, click the Contact info tab.

a. Update the user’s address information, as required.
b. If the user’s mailing address is different than their primary address, remember to click
the Address is different checkbox.
The Alternate tab is only available if the user clicks the Address is different checkbox on
the Contact info tab. This is used when a user’s mailing address is different than their
residential address.

a. If applicable, update the mailing address fields on the Alternate tab (shown below).

When all updates are complete, click Save User.
21
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5.2

Updating Business Manager Contact Details
From ELMS Home Page, click on the Edit Profile button located in the top right corner of
the screen, to update contact details for a business manager.

From the Edit pop-up window you can update the business manager’s contact information
from any of the three tabs previously discussed for candidates (see Section 5.1).
Complete the required updates and click the Save User button.
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6. Accessing the Election Return
Business managers will access contributions, expenses and the election return through the Election
Return button.

6.1

Election Return Overview

Click the Election Return button to navigate to the Election Return Summary screen.

The first time you open your Candidate’s Election Return, it will be empty. As you enter contributions
and expenses, the running totals update to reflect the information you have entered to date.
You can add and modify any of the data up until the time you submit the Candidate’s Election Return.
At the moment you select Submit Return, the data within the return will be locked down. If further
changes are required, you will need to contact Elections Saskatchewan to unlock the return.
Once you click on the Election Return button a summary page will open up.
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The Election Return Summary page provides a summary view of the following information:
View Return PDF (Draft) – this button provides a current pdf view of the Candidate
Election Return which can be generated at any time during the process. You can view a
copy of the return as often as you like. A draft watermark will appear until the return has
been submitted.
Submit Return – this button is used when you are ready to finalize and submit the return.
ELMS will set the return’s status to Submitted, remove the Draft watermark and allow you
print the return and all of its supporting forms. Submitting the return will lock the return
preventing any further changes. If changes are required after you have submitted the
return, please contact Elections Saskatchewan to have it unlocked.

24

ELMS Guide for the Business Managers

Support Forms Reminder – this provides access to the supporting forms required to
accompany the election return. When you start a return, this will be empty. As you enter
data into ELMS, this information will be populated with the supporting forms required
based on the data entered.
Contributions and Expenses - this section displays a summary view of all of the
contributions and expenses currently entered into this return. It also provides easy access
to the detailed information comprising the summary data. When you first start in ELMS,
these will be $0.
a. Under the Contributions & Expenses heading, the following tabs appear:

 Summary – The Summary tab is the default view that automatically appears when
you are in the Election Return Summary.

 Contributions – Click the Contributions tab to view, revise or add contributions. The
tab will display the current running total for contributions.

 Expenses – Click the Expenses tab to view, revise or add expenses. The tab also
displays the current running total for expenses.

 Support Forms – Click the Support Forms tab to access the required supporting forms

to accompany your Candidate’s Election Return. Some of the supporting forms for the
election returns are integrated in ELMS. For these forms ELMS will populate some or
all of the required fields on the form for you to print and complete. Other forms will
continue to be completed on paper and ELMS provides an online link to access the
forms for you to print and complete.
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6.2

Accessing the Candidate’s Election Return Summary
When you first log-in you will be taken to the Home tab. If you are a business manager, you
will see a list of all candidates assigned to you. If you are a candidate, you will only see your
return.
To start or continue working on a Candidate Election Return, click the Election Return button.
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7. Contributions
Under The Election Act, 1996, the business manager must record all contributions.
Contributions include both donations of money and donations in kind.
Donations of money include:

 gifts of money, including unsolicited money from drop-ins, mail-ins, and other






sources;
loans;
advances;
deposits;
monetary equivalents issued by the contributor (e.g., a cheque); and
transfers of money between a party and its constituency associations or candidates
when used to finance campaign expenses.

Donations in kind include:






the commercial value of services provided by a contributor;
the services of a contributor’s employee (paid for by the contributor);
the commercial value of goods provided by a contributor; and
discounts on goods or services provided by any person.

All contributions in the form of money must be recorded in ELMS by the business manager.
Contributions received as a donation in kind will automatically be recorded in ELMS based on
the information entered in the expense section.
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In the following example, website development with a commercial value of $2,000 was
provided to the candidate at a discounted rate of $1,500. Recording this expense will
automatically generate a donation in kind contribution of $500 (difference between
commercial value and amount paid). The donation in kind contribution entry cannot be edited
or modified.
Service Expense Entry

28
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ELMS-Generated Contribution Entry

For more information on contributions and how they should be reported, please refer to A
Guide for the Business Manager to The Election Act, 1996, which is available on Elections
Saskatchewan’s website.
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7.1

Types of Contributions
The business manager can add new contributions, revise existing contributions and access
required forms from the Candidate’s Election Return Summary screen in ELMS.
First, click on the Contributions tab. Notice the contribution types appear as tabs at the
bottom of the screen.
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Next, based on the contribution you want to record in ELMS, select the tab corresponding
to the contributor type. For example:
a. Click the Individual tab if the contribution was received from an individual.
b. Click the Corporate tab if the contribution was received from a corporation, or an
individual submitting a contribution on behalf of a corporation.
c. Click the Trade Union tab if the contribution was received from a union.
d. Click the Unincorporated Organizations or Association tab if the contribution was
received from a party association, or any unincorporated organization or association.
e. Click Other – Fundraisers tab to capture contributions obtained from fundraising
events.
f.

Click Other – Meetings tab to capture contributions obtained from meetings.

Import – There is an import function built into ELMS to allow business managers who are
capturing contributions in an Excel spreadsheet to upload or bring the data into ELMS.

7.2

Entering Contributions
The process for adding contributions is the same for individuals, corporations, trade unions
and unincorporated organizations or associations.
Click on one of these contribution tabs, and a New Contribution button appears.
Click on the New Contribution button and a new Add Contribution pop-up window appears
where you can type in the contribution details.
You will note that the Category will default to the contributor type you selected in Step 2.
You can change the contributor type on this screen if required by selecting a different
drop-down value in the Category field.

Complete the following contribution fields:
a. Amount – Enter the contribution amount in dollars and cents.
b. Loan – Click the Loan checkbox if the contribution is a loan. The Interest Free
checkbox will appear. If the loan is interest free, click this checkbox.
31
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Additional information on interest free loans:


ELMS calculates an imputed loan interest amount that will automatically be
added to your list of contributions. The imputed interest entry cannot be
modified. If changes or modifications are required, you must modify the
original interest free loan amount entry, located under Contributions.



The imputed interest amount will also be automatically added as a Services
Expense item. This entry cannot be modified. If changes or modifications
are required, you must modify the original interest free loan amount entry,
located under Contributions.

Additional information on interest-bearing loans:


For loans that will accumulate interest (e.g., financial institution loan), a
business manager must manually enter the interest payment amount as a
Services Expense.

c. Contributor – Click the drop-down list to select a contributor. You may also type in
the first three characters of the contributor’s name to narrow down the search.


If the contributor’s name appears in the list, click the name to select it.

NOTE: Avoid creating duplicate entries for a single contributor by confirming if
the contributor already exists in the system before creating a new contributor.
ELMS cannot aggregate multiple contributions from a contributor if duplicate
contributors are created for the single contributor.


If the contributor does not appear in this list, click the
button to add a
new contributor. The new Contributor tab appears to capture details on the
new contributor.



Complete the following fields to add a new contributor:
Contributor’s Name – Enter the name of the contributor.
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Address 1 – Enter the contributor’s address.
City – Enter the contributor’s city.
Province (defaults to Saskatchewan)
Postal Code – Enter the contributor’s postal code
Out of Canada – Click checkbox if the contributor lives out of Canada


When the fields are complete, click Save to save the new contributor.

d. When the fields are complete, click Save to save the contribution. Your contribution
should now appear in the list of contributions by type.

7.3

Fund-Raising Events
To capture contributions obtained from fund-raising events, click on the Other –
Fundraising tab.

To add a new event, click on the New Fundraising Contribution button. The following
screen with four tabs will appear:

In the Details tab window, enter the Description, Location, Date held on and if tickets
were sold, complete Tickets Sold and Ticket Price fields.
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Next, click on the Expenses tab to record the expenses for this event.

5. Click on the Donations tab to record any contributions obtained at the event.
Enter information on the donations obtained at the event. This may include small cash
donations collected over the course of the event and individual donations.
NOTE: If donations are received from identifiable contributors, their names will need to be
added and the amounts recorded.
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6. Click on the Misc. tab to record any items sold at the event (e.g., pins, buttons, emblems,
hats, banners, literature or other).

7. Once all the fields are complete, click Save to add the event. The information entered here
will be used by ELMS to automatically generate the Record of Contributions – Fund-Raising
Form that can be printed from the Support Forms tab.

7.4

Meetings
To capture contributions obtained from meetings, click the Other – Meetings tab.

To add a new meeting, click on the New Meeting Contribution button.

Complete the fields provided on three tabs, with details on the meeting.
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Next, click the Donations tab to capture information on the donations you obtained at the
meeting.

Enter information on the donations obtained at the event. This may include small cash
donations collected over the course of the event and individual donations.
NOTE: If donations are received from identifiable contributors, their names will need to be
added and the amounts recorded.
Click on the Misc. tab to record any items sold at the meeting (e.g., pins, buttons,
emblems, hats, banners, literature or other).

Once all the fields are complete, click Save to add the meeting. The information entered
here will be used by ELMS to automatically generate the Record of Contributions – Meeting
Form that can be printed from the Support Forms tab.

7.5

Editing a Contribution
You may edit (revise) a contribution, or delete a contribution recorded in error, up until the
time the election return is submitted.
To edit an existing contribution, locate the contribution in the appropriate listing (individual,
corporate, trade union, etc.) and select the Edit button.
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NOTE: You will not be able to edit any entries automatically generated by ELMS (i.e., imputed
interest or donation in kind entries). If you need to modify or revise a system-generated entry,
you must edit the original entry that is causing the system-generated entry to be created.

7.6

Contribution Import
An import tool is available for business managers who track campaign contributions in an
Excel spreadsheet. This tool will allow you to import, or bring in, your existing contributions
into ELMS to avoid duplicate data entry.
To use the Import tool:
From the Contributions tab, download the ELMS template designed for the Import function
by clicking on the Contribution Import Template. You may click on How to use the Import
tool link for instructions.
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Save this Excel file to your computer.

Here is an example of the spreadsheet template:

In the header row of the spreadsheet there are comments, which you can see by hovering
over the red triangle. These comments outline the required format for the data to be
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entered, e.g. Category  Individuals. If you do not follow the required format, the file
will not import successfully.

You can copy and paste data from an existing spreadsheet into the new template or type
information directly into this spreadsheet, however it must follow the prescribed standard
found in the comment box. After you have finished populating your spreadsheet, save your
file as a .csv.

NOTE: DO NOT change any of the template's defined headings or columns. Changing
defined headings or columns may cause the import to fail.
To begin the Import, click on the Select Files… button. Next, locate your completed csv
file (from Step 2) on your computer and select it to open it.
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A dialogue window will show the contributors and contributions that are about to be
imported.
a. Review these records.
b. Click Import Contributions to import the records into ELMS, or Cancel if your data
requires updates.

You will receive a message, on the bottom corner of your screen, when your import is
complete which indicates the number of records imported.
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You will also see a message with your file name and percentage complete in the Import
Contribution section.

Your contributions should now be in ELMS, under the correct contribution type (e.g.,
individual, corporation, etc.). Your imported contributions will look like other
contributions that have been manually entered.

If any errors are encountered during the import, you will receive an error Message. If this
occurs, review the error message, correct your data and re-import the spreadsheet.
You may import contributions as often as you like but do not import the same data again
or duplicate contributions will appear in ELMS.
Each time you import contributions you should start with a blank spreadsheet.
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8. Expenses
Under the Election Act, the expenses a candidate incurs during an election campaign are
classified as personal, campaign, or election expenses.

8.1

Types of Expenses
Personal Expenses
Personal expenses are any expenses incurred by the candidate that are not eligible candidate
campaign expenses. Examples of personal expenses include:
 any costs incurred for travel, meals, and accommodation outside the constituency;
 family, elder, and/or spousal care costs; and
 tickets to community events, fundraisers, sporting events (ie tickets to Saskatchewan
Rush game, Habitat for Humanity Gala, etc.).

Campaign Expenses
Campaign expenses are expenses incurred by the candidate during an election for campaignrelated travel, meals, and accommodations within the constituency. Campaign expenses must
be reported in the candidate’s election expenses return, but may be excluded from the
calculation of election expenses if including those means the candidate will exceed election
expense limitations.

Election Expenses
Election expenses are expenses incurred relating to hire of premises, advertising, services,
goods supplied and travel & hire of vehicle.
Hire of premises are for offices and meetings spaces used for the campaign.
Advertising expenses are for the production and placement of broadcast and print
advertisements for the campaign.
Services expenses are for services during the campaign such as utilities, insurance, equipment
rentals, and salaries.
Goods Supplied are tangible items such as wood stakes, lawn signs, leaflets, computers and
office supplies.
Travel and Hire of Vehicle are for mileage, vehicle maintenance and hired vehicles.
For more information on expenses and how they should be reported, please refer to A Guide
for the Business Manager to The Election Act, 1996, which is available on Elections
Saskatchewan’s website.
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8.2

Joint Agreements
Candidates from the same party may enter into a written agreement or arrangement with each
other and their party for the purpose of jointly incurring and paying for the candidates’
election expenses.
If any expense is associated with a joint agreement, check the Joint Agreement box.

Before you submit your return, ELMS will remind you that you have one (or multiple) joint
agreements and will prompt you to print and complete the Joint Agreement form.
The administrator of the agreement must keep the original agreement and give a copy of it to
the business managers of the candidates participating in the agreement. When the
administrator submits the candidate’s election expenses return, the original joint agreement
and any original bills, invoices, receipts, proof of advertising, and cancelled checks must be
submitted as well.
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8.3

Disputed and Undisputed Claims
Business managers can identify any expense as Disputed with vendor or Undisputed but
outstanding more than 90 days.
The Disputed with vendor box should be checked if the invoice is still outstanding at the end
of the 90-day limit to pay invoices because the business manager has refused to process a
payment for some reason (goods were damaged, supplier has overcharged, etc). Until the
invoice is paid, the claim will not be included in the summary of election expenses and will not
be included in the total expenses used in the calculation for reimbursement.
The Undisputed but outstanding more than 90 days box should be checked if the invoice or
expense claim is valid but where payment has not been made within the 90-day payment
period (because the invoice was lost or misplaced) or because the supplier did not submit the
invoice within the 60 day billing period. Until these invoices are paid, unpaid claims will not be
included in the total expenses used in the calculation for reimbursement.
a. Disputed with vendor
For any applicable expense screen, click the Disputed with Vendor checkbox located on
the bottom of the expense screen and a Disputed tab appears.
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Click on the Disputed tab and complete the Nature of the Claim, Amount Claimed and Invoice
Date fields. The Nature of Claim field should be used to describe what the nature of the
dispute is.

b.

Undisputed but outstanding more than 90 days

For any valid expense that did not get paid within the 90 day legislated time requirements,
click the Undisputed but outstanding more than 90 days checkbox and complete the fields.
The Nature of Claim field should be used to indicate why the invoice is still outstanding.
NOTE: You cannot check both the Disputed and Undisputed checkboxes for the same invoice.
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ELMS will complete sections (h) Undisputed Claims Unpaid or (i) Disputed Claims of the Return,
based on this selection and the data you entered
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8.4

Entering Expenses
From the Election Return Summary screen, under the Contributions and Expenses
heading, click on the Expenses tab.

Expense categories will appear at the bottom of the screen. Select the tab that
corresponds to the category of expense you want to enter in ELMS.

Expense categories are (Refer to Section8.1):
a. Personal Expenses – Travel, Accommodations, Living Allowance, Other
b. Campaign Expenses – Travel, Accommodations, Living Allowance
c. Election Expenses - Hire of Premises, Advertising, Services, Goods Supplied, Travel &
Hire of Vehicle
Select the corresponding tab within the Expenses section to enter the details for your
expense item. Refer to the following sections for additional details on entering each type
of expense.
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8.5

Personal Expenses
When entering personal expenses, you must enter both the amount paid and the commercial
value. Where the amount paid is less than the commercial value of the goods or services, ELMS
will automatically generate a donation in kind entry for the difference as a contribution. This
system-generated entry cannot be modified or deleted from the Contribution tab but any
changes to the expense entry will cause the Donation in Kind entry to automatically
recalculate.
Click on Personal Expenses tab to record the candidate’s personal expenses for travel,
accommodations, living allowance and other expenses.

Travel Expenses – The Travel tab automatically appears where you can add new travel
expense, or edit existing expenses.
a. To add a new expense, click on the New Travel Expense button.

b. Complete the fields. Type in the first three characters of the vendor’s name. If they
do not appear in the drop down list, then click New to define a new vendor. Complete
the fields on both tabs and click Save.
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c. To edit an existing expense, locate the expense in the Travel Expense List and click
Edit. Make the required changes and click Save.
Accommodation Expenses – Click on the Accommodation tab to add or revise
accommodation expenses.

a. To add a new expense, click on the New Accommodation Expense button.

b. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click on Save.
Living Allowance – Click on the Living Allowance tab to add or revise meal expenses.
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a. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click Save.
Other Expenses – Click on the Other tab to add or revise other personal expenses.

a. To add a new expense, click on the New Other Expense button.

b. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click Save.
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8.6

Campaign Expenses
When entering campaign expenses, you must enter both the amount paid and the
commercial value. Where the amount paid is less than the commercial value of the goods
or services, ELMS will automatically generate a donation in kind entry for the difference as
a contribution. This system-generated entry cannot be modified or deleted from the
Contribution tab but any changes to the expense entry will cause the Donation in Kind
entry to automatically recalculate.
Click on the Campaign Expenses tab to record the candidate’s campaign expenses for
travel, accommodations and living allowances.

Travel Expenses – The Travel tab automatically appears where you can add new travel
expense, or edit existing expenses.
a. To add a new expense, click on the New Travel Expense button.

b. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click Save.
Accommodation Expenses – Click on the Accommodation tab to add or revise
accommodation expenses.
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a. To add an expense, click on the New Accommodation Expense button, complete the
fields and click on Save.

b. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click Save.
Living Allowance– Click on the Living Allowance tab to add or revise meal expenses.
a. To add an expense, click on the New Living Allowance Expense button.

b. Complete the fields. If the vendor does not exist, click New to add the vendor.
Complete all the fields and click Save.
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8.7

Election Expenses
When entering election expenses, the Amount Paid and Commercial Value are the amounts that
apply to the writ period. There may be invoices for expenses that include goods and services
that were consumed before, during and after the writ period. In these situations, enter the
total amount of the invoice in the Total Invoice Amount field along with the cheque number
used to pay the invoice. This helps with the review process that occurs after the audited
return is submitted.
Where the amount paid is less than the commercial value of the goods or services, ELMS will
automatically generate a donation in kind entry for the difference as a contribution. This
system-generated entry cannot be modified or deleted from the Contribution tab but any
changes to the expense entry will cause the Donation in Kind entry to automatically
recalculate.
Click on Election Expenses tab to record any of the following campaign expenses: Hire of
Premises, Advertising, Services, Goods Supplied, Travel and Hire of Vehicle.

Hire of Premises – From the Election Expenses tab, click on the Hire of Premises tab to
add or edit new Hire of Premises expenses.

a. To add a new Hire of Premises expense, click on the New Hire of Premise Expense
button.
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b. Complete the fields.
c. If the vendor does not exist, click New to add the Vendor. Complete all the fields and
click Save.
Advertising – From the Election Expenses tab, click on the Advertising tab to add new
advertising expense or edit existing expenses.
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a. To add a new advertising expense, click on the New Advertising Expense button.

b. Complete the fields. The Period Start Date and the Period End Date should reflect the
first and last day that the advertisement ran.
c. If the vendor does not exist, click New to add the vendor. Complete all the fields and
then navigate to the Publication/Broadcaster tab.
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d.

Under the Publication/Broadcaster tab, enter the name and address of each
broadcaster or publisher that published or broadcast the advertisement.

e.

Click Save when all information has been entered.

Services – From the Election Expenses tab, click on the Services tab to add in new
expenses or edit existing expense related to services.
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a. To add a new expense, click on the New Services Expense button.

b. Complete the fields.
c. If the vendor does not exist, click New to add the vendor. Complete all the fields and
click Save.
Goods Supplied – From the General Expenses tab, click on the Goods Supplied tab to add in
new expenses or edit existing expense related to goods.
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a. To add a new goods supplied expense, click on the New Goods Supplied Expense
button.

b. Complete the fields.
c. If the vendor does not exist, click New to add the vendor. Complete all the fields and
click Save.
Travel and Hire of Vehicle – From the Election Expenses tab, click the Travel & Hire of
Vehicle tab to add or edit existing expenses related to travel and hiring vehicles.

58

ELMS Guide for the Business Managers

a. To add a new travel & hire of vehicle expense, click on the New Travel & Hire of
Vehicle Expense button.

b. Complete the fields.
c. If the vendor does not exist, click New to add the vendor. Complete all the fields and
click Save.

59

ELMS Guide for the Business Managers

(This page left intentionally blank.)

60

ELMS Guide for the Business Managers

9. Support Forms
There are supporting forms required to accompany the Candidate Election Return on submission
to Elections Saskatchewan. These provide supporting information for contributions or expenses
included in the return.
Some of the supporting forms are integrated into ELMS which will populate fields on the form
based in the data you entered into ELMS. Business managers will print these forms and
complete them as required with additional information, signatures and dates.
Other forms remain outside of ELMS and business managers will complete them on paper. ELMS
provides users with a link to the forms located on Elections Saskatchewan’s website so that
they can then be printed and completed manually. The table below summarizes the supporting
forms that may be required and indicates which forms are automatically generated by ELMS.
Form Name

Description

Record of Contribution FundRaising

Itemized recording of fundraiser contributions and income and
expenses to host the fundraiser

Record of Contribution Meeting

Itemized recording of meeting contributions and income and
expenses to host the meeting

Statement of Personal Expenses
Paid by Candidate

Summary statement of candidates personal expenses

Donor’s Statement

Statement signed by donor to confirm the total commercial
value of goods or services provided

Service Agreement

Agreement used by business manager for using a contractor
during the election

Statement of Contribution
Corporation, Trust Fund or
Constituency Association

Statement of the individual sources and amounts making up the
contribution contributed to the candidate.

Statement of Contribution
Registered Party

Statement of the sources and amounts making up contribution
to registered party and contributed to the candidate.

Expense Claim

Itemized listing of amount incurred by the claimant

Travel Claim

Itemized listing of travel incurred by the claimant

Application to Pay a disputed
claim

Itemized listing of disputed claims unpaid.

Joint Agreement

Agreement between candidates for joint expenses to promote
candidacies.

Manual
Completion

ELMSGenerated
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9.1

Accessing the Support Forms
To access the Support forms, first go to the Election Return Summary screen.
Click on the Support Forms tab located under the Contributions and Expenses heading.

From the screen shown above, select any form by clicking on the form’s name. This will expand
your view to provide you with additional information, or access to the form.
NOTE: The list that appears is customized based on what is entered in the Candidate
Election Return.



Forms Completed in ELMS

For those forms that are largely populated using information entered into ELMS, clicking on the
form name will provide you with information about the form as well as a link to the pdf version
of the completed form. An example of the Record of Contribution Meeting form is below. You
can print the completed form by clicking on the View Meeting PDF button.
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Forms Not Completed in ELMS

For those forms that are not populated using information entered into ELMS, clicking on the
form name will provide you with information about the form as well as a link to a
downloadable version of the form that you must print and complete on paper. An example of
the Donor’s Statement form is below. You can print a blank copy by clicking on the Donor’s
Statement link.

The Donor’s Statement form (located on ESK’s Website) will appear.
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Print the form and complete it on paper. This form will be submitted with the return, and the
accompanying invoices, receipts, etc. Repeat for every form listed in the Support Forms tab.
You may be required to submit multiple copies of the same form. When you are ready to
submit your return, ELMS will provide you with the name and quantity of each form that are
required to be submitted with your return.
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10. Candidate’s Election Return
Under the Election Act, the business manager must prepare Form E-412, Candidate’s Return of
Election Expenses and must submit it to Elections Saskatchewan within 90 days of polling day 3.
This section describes how to generate and print the election return for submission as well as
create the required supporting forms.

10.1 View and Submit the Election Return (E-412)
On completion of the return the business manager will print the completed election return along
with all of the supporting forms. All copies of invoices, receipts, cancelled cheques, proof of
advertising and other documentation must be included with the return.
You can view or submit a Return from the Candidate’s Election Return Summary screen.

Submit

View

To view the return in draft, click on the View Return PDF (Draft) button. ELMS will
generate the E-412 and display it. This return will appear with a Draft watermark on it.

3

The Elections Act 1996, Section 261(1)
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To submit the return, click on the Submit Return button located on the Election Return
Summary. You may also submit the return from the home page.
On submission, the return’s status changes to “Submitted”. This locks down the return so
no further changes can be made.
When you click the Submit Return button, you will receive a reminder to print the
supporting forms.
The forms that display are required based on the information entered and will vary for
every return. The number to the right indicates how many of each form are required for
the return.
If you have not done so already, print the supporting forms by clicking on each form that
appears in your list and print the number of forms required before submitting your return.
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W

To continue with the submission, click the Submit Return button. An additional screen
appears to confirm the submission. Click Submit Return to continue, or Cancel if you want
to back out and make additional changes to the return.
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Once submitted, the Submitted Status appears on your Home Page.
a. The election return button disappears once a return has been submitted. Business
managers cannot make additional changes to a submitted Return.

•

If changes are necessary, the business manager must contact Elections
Saskatchewan to unlock the return.

•

Once these changes are complete, the business manager will need to re-submit
the return.

b. You may still view or print copies of the return by clicking on the View Return PDF
button. You may also want to view the return and save a copy of the PDF file to your
computer for future reference.
Once the return is printed, the business manager must manually complete the following
sections on the printed copy of the election return before mailing to Elections
Saskatchewan:
a. Page 1 following the cover sheet (On Behalf Of…) – To be completed by the business
manager.
b. Page 2 Designation of Reimbursement, Sections 269 and 270 – To be completed by
the business manager, as applicable.
c.

E-413 Declaration of a Business Manager of a Candidate – To be completed by the
business manager and a commissioner of oaths.
Note – the candidate cannot be the commissioner of oaths for the business manager.

d. E-414 Candidate’s Declaration as to Expenses – To be completed and signed by the
candidate and a commissioner of oaths.
Note – the business manager cannot be the commissioner of oaths for the candidate.
Once the return is printed and the above-sections have been completed, the business
manager should compile all supporting forms and other supporting documentation
(invoices, receipts, cancelled checks, transcripts, proof of advertising, etc.) and submit to
Elections Saskatchewan.
If you have any questions about how to complete the Candidate Election Return or about
using ELMS, call 1-877-958-8683 or email info@elections.sk.ca .
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