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Questions about the travel management software:
Category and Support Management Team (733)
Svitlana Ejne: +49 40 42838-7173

Schabnam Yilmaz: +49 40 42838-8299

travelmanagement@uni-hamburg.de

Questions about business trips and expenses:
Travel Management Team (731)

reisen.uhh@uni-hamburg.de
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Business trips:

requests and notifications

Requesting a business trip

or amending a request

« Via “My Business Trip
Requests/Notifications” in
Travel Management

« Performed by Traveler/Assistant

« For corrections, a new approval
process is required
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Approve request: Trip is
necessary for professional
and business purposes

« Task in “My Inbox”

« By Supervisors

« Rejection returns the request to
the applicant for correction

\- J

Payment
- Travel expense report is
automatically approved

« Settlement run is executed and
payment is made

-

Approve request: Review )
and approve the budget for
the requested trip

« Task in “My Inbox”
« Performed by the resource
managers

« Rejection returns the request to
the applicant for correction

- J

Manage travel expenses

« The Travel Management Team
receives the task and, if
necessary, asks follow-up
questions

Review and process any

advance payment

« Only if an advance payment is
requested

« The Travel Management Team
receives a task, reviews, and
disburses the advance payment

- 4

Submit travel expenses

« After the trip
« Performed by Traveler/Assistant




“Travel Approval”—the
entry screen

‘ Photo: University of Hamburg / Hansen



Approving a business trip—navigating to Travel Management

Do 05.09.2024 13:57
K khherphochschulen@kasse.hamburg.de

TM: Neue Aufgabe in der Inbox/ New task in inbox

An O
0 Bitte betrachten Sie diese Angelegenheit als Vertraufich, e
Sehr geehrte{r) Anwender(in},
SAP Home =
fur Sie liegt e Aufgabe zur Reise 004100008 der Inbox.
Bitte beal e diese unter folgendem Link:
zur Inbox

Click “Inbox” in the
notification email

Dies ist eine systemgenerierte Mitteilung

Travel Approval

or
b Uses Use your browser by logging in
You have a new travel task 004100008gin your inbax. r""u'l Inbox With your Uni Username (B'
Use the following link to edit the task: All ltems Ke nnun g)

This is a system-generated message

[<
N
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View explained: Homepage

Travel Approval

My Inbox A.pp “My Inbpx":
_ Click on the tile to

Al frems

open the “My
Inbox” view.
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View explained: My Inbox

All Tasks (2)

| Search Q 8‘

Approve travel request 0041000274

Warkflow-System Medium
Reserved by You
Reiseantrag 0041000135
genehmigen
Workflow-System Medium
©On behalf of Gunther Genehmigung
List of available
tasks
e.g., approve
business trip
request
T W
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Multiple selection can be
activated here to forward
several requests

simultaneously.
Approve travel request 0041000274

Workflow-System Status: Ready

Priority: Medium
Created on Feb 14, 2025, 11:29 AM

060 @@

Approval business trip 0041000274 of Ronny Reise (40000402)

Detail view selection

information, comments,
attachments, relevant items.

Begin business trip: 01.02.2025
End business trip: 02.02.2025

Reason business trip: Test

Destination business trip: Berlin

Detailed task
view

To edit please click on the button "Open Task".

Showlog  Claim

Forward

Suspend OpenTask [7




View explained: My Inbox—e.g., attachment details

< SAP My Inbox ~ z a

All Tasks (2) iz ‘Waorkflow travel request

Search Q o |

Approve travel request 0041000274 Reiseantrag 0041000135 genehrmigen Click the “+” button to

Workfiow-System Medium | Worklow-System add an attachment.

Documents attached
during the approval
process can be viewed
here.

Business trip requests
and receipts are
available in a later view.

Created on Aug 30, 2024, 1-17 PM

Reserved by You

After an attachment is uploaded, it appears in
the list of process documents.

®e @@

Attachments (1/1)

EE Test
17.02.

5, 13:10:15 - Gigi Genehmigung - 767,8 KB @

No attachments

Drop files to upload. or use the "+" button

T W OB Show log Relesse  Forward  Suspend  OpenTask  [F
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View explained: My Inbox
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All Tasks (2) = Workflow travel request

‘ Search Q G|

Approve travel request 0041000274
Approve travel request 0041000274

Woarkflow-System Meadium Workflow-System

Created on Feb 14, 2025, 11:29 AM

Reserved by You

Reiseantrag 0041000135 0 L 3
genehmigen
Workflow-System Medium —

On behalf of Gunther Genehmigung

of Ronny Reise (40000402)

“Show Log” = Display the workflow log
“Claim” = Keep the task in your own pool
(when working in a shared pool)

“Forward” = Forward the task to another
person (the task is then removed from your

pool)
“Suspend” = Postpone the task. It will reappear
in your inbox on a specified date

T, ¥ 1= Show Log

Status: Ready
Priority: Medium

“Open Task” = Open the task for
approval

Claim  Forward Suspend OpenTask [

N
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Approving a business trip—Open Task

{ SAP My Inbox ~ a &
All Tasks (2) = ‘Workflow travel request
== a o) 1. Select the business
Approve fravel request 0041000274 Reiseantrag jei by genEhmigen t” p req u eSt frO m t h e
okt Sysam Medim | Wi SsEn R task list on the left.

Created on Aug 30, 2024, 1:17 PM 2 CIICk “Open taSk."

Reserved by You

“«
Reiseantrag 0041000135 a 5 2 3. The Approve travel
i 2
s 0 @O request” screen

Workflow-System Medium

On behaslf of Gunther Genehmigung O p e n S i n a n EW

Approval business trip 0041000135 of Tina Travel (40000404}
Begin business trip: 26.08.2024 win d ow

End business trip: 28.08.2024

Reason business trip: Konferenz
Destination business trip: Minchen

To edit please click on the button "Open Task”,

. ¥ E Showlog Relesse Forwsrd  Suspend OpenTask [
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View explained: Approve travel request

Approve travel request 0041000135
Trip header data D|5p|ay as PDF

Workitem: | 000007605769
Personnel Number: | 40000404

Trip numbser.

Account Assignment
Company Code CO Area descripion €0 Area Cast Center Cost Center description WES Element WBES Element description percentage
3420 Universitat . 100.00
Display any requested advance
Advances

The total advance is 0,00 EUR.

oot Gy Display the requested,
(T) The tabie does not conlsin any data estimated total COStS

Estimated costs

Cancel by closing the

The total amount of estimated costs is 600,00 EUR. H

Category Total Cast Cumency win d 2/
costs of travel/fiight 10000 EUR

participantconference fee 200,00 EUR

overnight accommedation 30000 EUR

daily aliowance 0.00

other expenses .00

[T Business uip is necessary for professional and business reasons and will be approved [ Reject travel request|

Display travel documents associated with the
requested trip

Previous comments

Attachments
Anachment list

o) telnanmegebiihren_berln.pdt
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Approving a business trip—Approval

Approve travel request 0041000135 1. Review the information and
Tip header data click on “The business trip is

Norkitem: 000007605768

et necessary for professional and

T business reasons and will be
Account Assignment . : - _ ‘ - : approved."
B e e e e s e 2. The “Confirm decision” screen
Por— opens, where you can enter a
iemmaersE L - e comment on the approval.

Click “Confirm.”

(@) The table does not contain any data

Estimated costs

The total amount of estimated costs is 600,00 EUR.

Category Total Cost Curreney
costs of travel/fight 100,00 EUR . -
e Confirm decision
overnight accommodation 30000 EUR
daily aliowance 0.00
other expenses 0.00 *ou can ieave a note for your decision here.
[T Eusiness i = necessary for protessional and business reas PrT— = Comment
ve business trip is necessary for professional and business rezsons and will be approved | Reject travet request

Previous comments

irmation is displayed
n close the window.

Attachments

Anachment list

® teinahmegebihren_berln. pdt
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Approving a business trip—Rejection

Approve travel request 0041000135 1. Review the information
Trip header data

o
o O and click “Reject travel

request.”
0041000135 « . .. »”
2.  The “Confirm decision

Account Assignment screen opens, where you
Company Code €O Area description €O Area Cast Center Cost Center description WBS Element WBS Eiement description percentage
3420 Universitat 3420 600000

1080 can enter a commenton
Advances the rejection. Click

The total advance is 0,00 EUR.

N e S e S “Confirm.”

Amount Currency

(@) The table does not contain any data

Estimated costs

) ) Confirm decision
The total amount of estimated costs is 600,00 EUR.
Caegory Total Cost Currency
o “foui an leave & nate for your decision here.
casts of ravelflight 100,00 EUR
participantconference fee 200,00 EUR * Comment
overnight accommeodation 300,00 EUR
dally alowance 0.00
other expenses o0.00
e e e 3 A-conti @a’uon isd |5p|ayed

Previous comments

and you can close the
window. The applicant
receives a notification.

Attachments
Anachment list

® teinahmegebihren_berln. pdt

UH
iki
(2l Universitdit Hamburg

DER FORSCHUNG | DER LEHRE | DER BILDUNG




Travel budget

approval




Approving a travel budget—Open Task

{ SAP My Inbox «

All Tasks (10) Workflow travel request

[ searcn a g
Check funding for trip 0041000239
Check funding for trip
0041000265 Workfiow-System Status: Ready

1. Select the business trip
from the task list on the

Check funding for trip

0041000239 | Eft .

Workflow-System Medium 2. C|ick “Open task_"

Approval business trip 0041000239 of Tim Travel (40000403)

Check funding for trip Begin business wip: 01.01.2025 3. The llC heck fu n d i ngn

0041000261 End business trip: 04.01.2025

Created on Jan 27, 2025,

WorktiowSystem Medium Resson business tip: Meeting screen opens in a new
Destination business trip: London .
) . To edit please click on the button “Open Task" win d ow.
Check funding for trip
0041000259
Workflow-System Medium
Check funding for trip
0041000203
Wikl St
T Showlog Clam Forward Suspend OpenTask [
UH
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View explained: check funding

Check funding for trip 0041000239

Trip header data
Workitern: | 000007617679 . . .
——— Display as PDF Displays the cost center / WBS elemept proposgd by the applicant or the allocation
Tip mumber coa00233 across multiple funding sources
| Print form |

Account Assignment

Company Code CO Area €O Area description Cost Center Cost Conteeg WBS Element WBS Element description percentage

3420 3420 Universitat 800000 B 100,00
|:G C!ealail £ Edit EECIN &) save
Advances
The total advance is 800,00 EUR. Di 5p|ay any req uested advance
Amount Currency . .

w0000 evm Cancel by closing the window

Estimated costs
The total amount of estimated costs is 1.000,00 EUR.
Category Total Cost Currency.

costs of travel/flight
participanticonference fee
ovemight accommodation
daily allowance

other expenses

Display the requested,
estimated total costs

Previous comments

Display travel documents associated with the

Attachments req uested trlp

Attachment list

(@) The table does not contain any data
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Approving a travel budget—Approval

Check funding for trip 0041000239
T header data 1. Review the information and

Worldtern: 000007617679

et oo click on “Approve funds.”
R 2. The “Confirm decision” screen
Account Assignment OpenS, Whel’e you can enter a

= = e e comment on the approval.
c cre x| o] I Click “Confirm.”

Advances
The total advance is 800,00 EUR.

£ Print form

Advances cannot be delated. To reduce the advance amount, please create an advance wiih a negasive amaunt

Amount Currency

80000 EUR Confirm decision

Estimated costs

The total amount of estimated costs is 1.000,00 EUR. You can leave a note for your decision here.

Category Total Cost Currency ST
costs of wvelilight 1.000,00 EUR

0.00

0,00

0.00

0,00

3. 'webmtirmation is dlsplayed
Previous comments and you can close the window.

Attachments
Attachment list

(®) The table does not contain any data
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Approving a travel budget—Rejection

Check funding for trip 0041000239

Trip header data
Werkitem: 000007617679
Personnel Number: 40000403
Trip number: 0041000233

£ Print form

Account Assignment

Company Code €O Area CO Area description
3420 3420 Universitat
 Create| # E & & save
Advances

The total advance is 800,00 EUR.

Advances cannot be delated. To reduce the advance amount, please create an advance wiih a negasive amaunt

Amount.

Estimated costs
The total amount of estimated costs is 1.000,00 EUR.

Category

costs of travelMight

participanticanference feg

avernight accommodati

Previous comments

Attachments
Attachment list

(®) The table does not contain any data
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Cost Center Cost Center description
500000
Currency
800,00 EUR

Total Cost

WES Element WBS Element description percentage

1.000,00
0,00
0,00
0,00
0,00

100,00

Currency
EUR

Review the information and
click on “Reject request.”

The “Confirm decision” screen
opens, where you can enter a
comment on the approval.
Click “Confirm.”

Confirm decision

You can leave a note for your decision here.

* Comment:

mfinmation is displayed
and you can close the window.
The applicant receives a
notification.

21



Approving a travel budget—Account assignment changes

Check funding for trip 0041000135

Trip header data

Workitem: 000007620026
Personnel Number: 40000404
Trip number: 0041000135

% Print form |

Acggunt Assignment
mpany Code CO Area
3420 3420
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CO Area description

Universitat

Select the account assignment to
be changed using the option field,
then click “Edit.” The “Edit” button
becomes available after selecting
an option.

Alternatively, a new funding
source can be added by clicking
the “Create” button.

The “Account Assignment” screen
opens.

22



View explained: Account Assignment

Account Assignment Switch between accounts to view details
Company Code CO Area CO Area description Skl 8 erier description WBS Element WBS Element description
3420 0 —3426—  Universitat 600000

) 3420 3420 Universitat 100010

Input fields for cost center or WBS element

Company Code: 3420
CO Area: 3420 Opens search function

&

Cost Center: | 100010
Select: Cost Center 7 x

WBS Element: %

Hide Advanced Search  Result <= 500 tems [

Percent Cost Assign: 50,00

Controlling Area: ] Cost Center: )

Apply X Cancel|

Valid From: | DD.MM.YYYY ) Valid To: | DD.MMYYYY )

Name: 5] Long Text: i)

Items (3)

CO..= CostCenter ValidFrom Valid To Name. Long Text

3420

Input field for the percentage allocation of funding w20
across cost centers or WBS elements

600000
600000
600000

01.01.2008 23022014 Fakultat 6 Dekanat Fakultat 6 Dekanat

24022014 31.07.2022 Fakultat 6 Dekanat Fakultat 6 Dekanat

01.08.2022 31.12.9999 Fakultat 6 Dekanat Fakultat 6 Dekanat

Cancel

Confirm the input and return to the “Check

funding” screen
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percentage

50,00
50,00
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Approving a travel budget—Account assignment changes

Check funding for trip 0041000135

Trip header data
Workitem: 000007620026
Personnel Number: 40000404

Trip number: 0041000135

(3 Print form
Account Assignment
Company Code el ICO Area description Cost Center Cost Center description
3420 3421 niversitat 600000
) 3420 3420 Universitat 100010
(G Create | # Edit| 2 Delete

Advances

The total advance is 0,00 EUR.

Advances cannot be deleted. To reduce the advance amount, please create an advance with a negative amount

Amount Currenc) y

(3) The table does not contain any data

Estimated costs
The total amount of estimated costs is 600,00 EUR.

Category Total Cost
costs of travelfight
participa

onference fee

overnight accommodation
daily allowance

other expenses

PR

Previous comments
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WBS Element

4. After changing the account
assignment in the “Account
Assignment” screen and clicking

= “Apply,” confirm the changes by
o clicking “Save” in the “Check
funding” window.

5. The budget approval process can
now be completed as described
above.

WBS Element description percentage

Currency
100,00 EUR
200,00 EUR
300,00 EUR
0,00
0,00
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