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Contact 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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Instructions for Approving Business Trips

1 Business trips: requests and notifications Page 4

2 The “Travel Approval” entry screen Page 6

3 Approval process for supervisors Page 12

4 Travel budget approval Page 17

5 Account assignment changes Page 22
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Business trip process / 
notification



Business trips:
requests and notifications
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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

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

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

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

Submit travel expenses
• After the trip
• Performed by Traveler/Assistant

Manage travel expenses
• The Travel Management Team 

receives the task and, if 
necessary, asks follow-up 
questions

Payment
• Travel expense report is 

automatically approved
• Settlement run is executed and 

payment is made
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“Travel Approval”—the 
entry screen



Approving a business trip—navigating to Travel Management
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Click “Inbox” in the 
notification email
or
Use your browser by logging in 
with your uni username (B-
Kennung)



View explained: Homepage
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App “My Inbox“: 
Click on the tile to 

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

List of available 
tasks

e.g., approve 
business trip 

request 

Detailed task 
view

Multiple selection can be 
activated here to forward 

several requests 
simultaneously.

Detail view selection 
information, comments, 

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

Click the “＋” button to 
add an attachment.

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

Documents attached 
during the approval 
process can be viewed 
here.
Business trip requests 
and receipts are 
available in a later view.
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View explained: My Inbox

“Open Task” = Open the task for 
approval

“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
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Approval process 
for supervisors
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Approving a business trip—Open Task

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

2. Click “Open task.”
3. The “Approve travel 

request” screen 
opens in a new 
window
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View explained: Approve travel request
Display as PDF

Display any requested advance

Display the requested, 
estimated total costs

Display travel documents associated with the 
requested trip

Cancel by closing the 
window
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Approving a business trip—Approval
1. Review the information and 

click on “The business trip is 
necessary for professional and 
business reasons and will be 
approved.”

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

3. A confirmation is displayed 
and you can close the window.
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Approving a business trip—Rejection
1. Review the information 

and click “Reject travel 
request.”

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

3. A confirmation is displayed 
and you can close the 
window. The applicant 
receives a notification.
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Travel budget 
approval
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Approving a travel budget—Open Task

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

2. Click “Open task.”
3. The “Check funding” 

screen opens in a new 
window.
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View explained: check funding
Displays the cost center / WBS element proposed by the applicant or the allocation 

across multiple funding sources

Display the requested, 
estimated total costs

Display as PDF

Display any requested advance

Display travel documents associated with the 
requested trip

Cancel by closing the window
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Approving a travel budget—Approval
1. Review the information and 

click on “Approve funds.”
2. The “Confirm decision” screen 

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

3. A confirmation is displayed 
and you can close the window.



1. Review the information and 
click on “Reject request.”

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

3. A confirmation is displayed 
and you can close the window. 
The applicant receives a 
notification.
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Approving a travel budget—Rejection



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

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

3. The “Account Assignment” screen 
opens.
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Approving a travel budget—Account assignment changes



Opens search function
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View explained: Account Assignment

Input fields for cost center or WBS element

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

Confirm the input and return to the “Check 
funding” screen

Switch between accounts to view details
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Approving a travel budget—Account assignment changes

4. After changing the account 
assignment in the “Account 
Assignment” screen and clicking 
“Apply,” confirm the changes by 
clicking “Save” in the “Check 
funding” window.

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


