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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 settlement:

Travel Management Team (731)

reisen.uhh@uni-hamburg.de

2



View explained: Homepage
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“My Inbox”



View explained: My Inbox
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Substitute management 
options:

Managing a planned 
substitution (e.g., during 
a vacation): 
for defined periods with a 
start and end date

Managing an unplanned 
substitution (e.g., in case 
of illness):
takes effect at activation, 
remains in effect until 
revoked

Open the menu by 
clicking the profile 

icon

Open the overview 
“Manage My 
Substitutes”

Accept substitute



View explained: Manage My Substitutes
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Add new substitute

Delete substitution rules

Substitution 
arrangement 
for planned 

absences (e.g., 
for vacation,

planned 
substitutions 
apply during 

defined periods 
with a start and 

end date

List of configured substitution 
rules

Manage unplanned substitution
(e.g., for illness, takes effect from activation until 

revoked)



Substitute management—creating a planned substitution
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1. In the “Manage My 
Substitutes” view, click on 
“Add New Substitute.”

2. The “Manage My 
Substitutes” window 
opens. Search for the 
relevant person by name 
and select by clicking.

3. The “Choose Task Group” 
window opens. Select the 
substitute’s task.

4. The “Choose Substitution 
Period” window opens. 
Select the planned 
substitution period and 
click “Save.”



Substitute management—activating an unplanned substitution
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The dialog box “Substitute 
For” opens. For the person 
you are covering, set the 
toggle switch to active and 
click “Done.”

Planned substitutions (set 
up by entering a time 
period) do not need to be 
actively accepted by the 
substitute. 

Unplanned substitution 
must be actively accepted 
by the substitute:

On the home page, in your 
personal menu, click on 
“Substitute For.”


