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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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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




Requesting and settling
business trips—entry
screen, navigation and
general instructions

‘ Photo: University of Hamburg / Hansen



View explained: Homepage

Travel Management

Travel Approval

My Inbox
All Items

™0

Travel Management

My Travel Requests My Travel Costs

+1 %4

Open Requests Open Expenses
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KUS Portal

Travel Management

2

Travel management
App tiles: Click on the tile to
open the corresponding
R

Link to further
explanations in the
Staff Service Portal

(KUS)

Search

Displaying the most recent and frequently used
functions (apps)

Search for specific functions (apps)
Settings (e.g., appearance)
Technical system info

Logout



View explained: general navigation

“Back” button
to the previous view

My travel requests v

Click in this area to open a

navigation overview for direct

access

Release—currently with
function

Myself,] ¢ Home

All My Apps *Employee Name:

Search Q ‘ Tina Travel

Trip status:

Start of business trip:

=

Travel Requests (19)

Trip Number Reason business trip Destination business trip

Trip status: Approved

0041000217 Test Englische Seite Halle
Trip status: Open
0041000218 Meeting Berlin

UH
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@] |
Country / Region Trip status
Germany Approved
Germany Open

Start of business trip =

03.12.2024, 00:00:00

11.11.2024, 00:00:00

v | | From (17.08.2024)

End of business trip

04.12.2024, 00:00:00

13.11.2024, 00:00:00

| Adapt Filters (2) E

+ G TE @

Total Cost  Authorizing office

0,00 EUR

500,00 EUR



View explained: general navigation

General elements have the same functions across the different views:

+ (- W E &

Copy = Create new by copying (“Copy” becomes available only
after an option is selected)
“+”/Create = Create new

Export as PDF = Display as PDF (becomes available only after
selecting an existing request)

Sort = Sort lists by columns

Group = Define groups for a consolidated view

Settings = Column properties
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Export as PDF = Open
as PDF

“Release” has no
function

Full-screen view =

View expands to full
screen
“x”/Close = Close view




View explained: filter and search

Execute filter

Free text search of
business trip
requests

My travel requests v

Filter trips by date

Filter trips by

Myself, Tina Travel (40000404)

*Employee Name: Trip status: Start of business trip

Search Q| [ Tina Travet [ + | [ From (17.08.2024) 2 | Adapt Filters (2) a

Travel Requests (19) py + 1 &

Trip Number Reason business trip S f t I t S Start of business trip = End of business trip Total Cost  Authorizing office
earcn T1or travel requests
0041000283 Test FuPo e g pistedfle b 03.02.2025, 05:00:00 05.02.2025, 21:00:00 600,00
from specific employees N e M Filters remain even
0041000287 # Retest BovediTo Be Settled  28.12.2024, 05:00:00 31.12.2024, 13:00:00 1.000,00 after lo g out
0041000222 Meeting Berlin Germany Pending 18.12.2024, 00:00:00 20.12.2024, 00:00:00 500,00
letedT
0041000221 Meeting Berlin Germany ;’e‘ii:j'“p eledTo Be 16.12.2024, 00:00:00 18.12.2024, 22:00:00 500,00 EUR >
0041000231 Tagung Berlin Germany Trip Approved/To Be Settled  12.12.2024, 20:00:00 13.12.2024, 22:00:00 700,00 EUR
0041000220 Meeting Berlin Germany Trip Completed/Open 10.12.2024, 00:00:00 12.12.2024, 00:00:00 500,00 EUR
UH
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General information

Ideally, fill out the forms consistently from top to bottom
and save in between. This instruction accompanies you
through the process. Doing this helps you avoid error
messages and the need to search for input fields.

{23 Universitit Hamburg
UNG | DER LEHRE | DER BILDUNG
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Overview: Requesting a business trip

= Creating a new request Page 14
= Selecting an IBAN Page 22
» |nserting a private stay Page 24
= |nserting an additional trip segment Page 25
» Changing cost allocation to funding source Page 27
= Adding cost allocation to funding source Page 28
= Entering or deleting an advance payment Page 30
= Adding or deleting attachments Page 32
= Saving and submitting Page 33
= Editing a travel request Page 34
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Requesting a business trip—my travel requests/notifications

Travel Management

b i

%4
Open Expenses

8

. Click on the tile “My

Travel Requests.”

. The “Travel Requests”

view opens.

14



Release—currently

View explained: My Travel Requests without functon

My travel requests v

Myself, Tina Travel (40000404) [
*Employee Name: Trip status: Start of business trip:
[ search Q| | Tina Travel @] | | | From (17.08.2024) @ | Adapt Filters (2) m
={~le
Travel Requests (19) opy + (2 Ty =1 &

Trip Number Reason business trip Destination business trip Country / Region Trip status Start of business trip = End of business trip Total Cost  Authorizing

Trip Completed/To Be

0041000283 Test FuPo Berlin Germany Settled 03.02.2025, 05:00:00 05.02.2025, 21:00:00 600,00 EUR >
0041000287 #2 Retest Toronto Canada Trip Approved/To Be Settled  28.12.2024, 05:00:00 31.12.2024, 13:00:00 1.000,00 EUR >
0041000222 Meeting Berlin Germany Pending 18.12.2024, 00:00:00 20.12.2024, 00:00:00 500,00 EUR

Trip Completed/To Be

0041000221 Meeting Berlin Germany Settled

16.12.2024, 00:00:00 18.12.2024, 22:00:00 500,00 EUR

Tagung Berlin Germany Trip Approved/To Be Settled  12.12.2024, 20:00:00 13.12.2024, 22:00:00

Meeting letec/Open Copy = Create new by copying (“Copy” becomes available only
after an option is selected)
“+”/Create = Create a new request

Export as PDF = Display the request as a PDF (becomes available

Status of each request:
Green / Approved = Request

List of user-created travel approved

requests

Yellow / Pending = Request is in the
approval process

UH Gray = Business trip is in the
iti settlement stage
L2V Universitat Hamburg
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only after an existing request is selected)

Sort = Sort the request list by columns

Group = Define groups for a consolidated view
Settings = Column properties



Requesting a business trip—creating a new request

1. Anew travel request can
be created in two ways:

C SAP Mytetrecue - e a: By copying an existing
Mysel, Tina Travel (40000404) reque st:
= Select a request by

Q Tina Travel i) hd From (17.08.2024) & s (2) m
sk clicking on it in the list of requests
Travel Requests (19) + N E e - Click On “Copy ”
Trip Number Reason business trip Destination business trip Country / Region Start of business trip = End of business trip Total Gost ~ Authorizing office .
s - s o0 a5z 200 e = Adialog box opens for entering the travel
0041000287 #2 Retest Toronto Canada 28.12.2024, 05:00:00 31.12 2024, 13:00:00 1.000,00 EUR Sta rt date a n d th e rea Son for trave | X
0041000222 Meeting Berlin Germany 18.12.2024, 00:00:00 20.12.2024, 00:00:00 500,00 EUR
0041000221 Mesting Beriin Germany 16.12.2024, 00:00:00 18.12.2024, 22:00:00 500,00 EUR g
0041000231 Tagung Berlin German W ttled  12.12.2024, 20:00:00 13.12.2024, 22:00:00 700,00 EUR b : C | i C k O n “+ . i
0041000220 Meeting Berlin Germany W Trip Completed/Open 10.12.2024, 00:00:00 12.12.2024, 00:00:00 500,00 EUR

2. Theinput view for a new trip request
opens next to the request list.
3. Allrequired fields (*) must be filled in.
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View explained: Travel Request form

My travel requests ~

Export as PDF = Open

Myself, Tina Travel (40000404) 0000000000 Delete (3 the reque st as a PDF
' - Summary of
LISt Of eXIStI ng trave' Destination business trip Trip status Total Estimated Cost trave' data
req ues‘ts Country / Region Germany New 0,00
Start of business trip

End of business trip

Details  ltinerary  CostAssignment  Estimated Costs  Advances  Attachments

Travel Requests (19) copy + 5 NE @ Destination Additional Information
Tia Nuber Roasih bubieie Sl D_esrinaucn business pf business trip: *Country / Region: Trip Type, Statutory:
L 8] [ cemany ©© |  Business Trip
H H ir i rip: ip Type, Co.! ific:
0041000283 Test FuPo Berlin N avi gat ion *Destination business trip: *Trip Type, Co.-Specific:
ity Rt oty First v | | | Businesstip
untry / Reglon:
between form ‘
Trip status: Trip Completed/To Be Settied ure (full address) *Reason business trip: f "
Start of business trip: 03.02.2025, 05:00:00 sections | unction
End of business trip: 05.02.2025, 21:00:00 Aol comaera: Full-screen view = The
Total Cost: 600,00 EUR =) ‘
Autirizing offce request expands to full
Arrival: . .
0041000287 #2 Retest Toronto l ‘Artival at First Workplace v Fi S l d S ma rked Wlt h an | screen
Country / Region: Canada *Point of arivl (full adress): asterisk ( ) must be Close = The request is
Trip status: Trip Approved/To Be Settled | ‘ com | eted
Start of business trip: 28.12.2024, 05:00:00 p . closed
End of business trip: 31.12.2024, 13:00:00
ol o006 BB Additional data Type of funding of travel expenses
Authorizing office: Authorizing office: entirely funded by Universitat Hamburg:

0041000222 Meeting Berlin

Save & Submit = Request goes into the :
approval process s G

Country / Region: Germany

Trin statie: Panding

UH Save = Request is saved as a draft
ii o Cancel = View is closed, the request is not
Lad Universitat Hamburg

saved
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iew explained: Notificat

SAP My travel requests +

ions and Messages

Mysatf, Tina Travel (40000404)

*Employee Name:
Saarch Q | | Tina Travel
Tiip status: Start of business trip:

v | | From (17.08.2024)

Adapt Fiters (2) [

Display of notices and error
messages in the lower area of
the application

Click on the button to display
notices and messages

0041000287 Toronto

Courntry | Region: Canada
Trip status: Trip Approved/To Be Settted
Start of business trip: 28.12.2024, 05:00:00
55 trip: 31.12.2024, 13:00:00
Total Cost: 1000,00 EUR

End af b

Authorizing office:
0041000222 Meeting

Country / Region: Germany

Teies atatioe: Dandlot
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0000000000
Destinstion business trip Trpstatus  Total Estimsted Cost
Country / Region Germany  New 000

Start of business trip
End of business trip

Detalls  Itnerary

Estimated Costs

General Data

#Start of busin

D

Advances  Amtachments

Destination

*Country | Region:

Departure:

Departure from First Workplace ¢

*Paint of departure (full address):

Required entry field "Start of business trip” is empty.
Required entry field "End of business trip” is empty.

Required entry field ‘Destination business trip" is empty

Geee

Required entry field "Reason business trip” is empty.

Germany

#Destination business rip

=

]

Type of funding of travel expenses

intirely funded by Universitat Hamburg:

pelee (3 [ 53

Additional Information

Trip Type, Statutory:

Business Trip

#Trip Type, Co.-Spe

Business trip

*Reason business trip:

[

Additional comments:

[ [

Cancel

18



View explained: “Details” section 1

0000000000
Destination =
City/place of
Destination business trip Trip status Total Estimated Cost . .
Country | Region Germany  New 0,00 business trip

Start of business trip

End of business trip
(
+ Ensure you are aware of current entry requirements for your destination. German citizens can

the Federal Foreign Office’s Crisis ion List isenvorsorgeliste.diplo.

Delete (& [ £7 X

here: https://auswaertiges-amt.deide. We also recommend that you register on

Details  ltinerary  CostAssignment  Estimated Costs  Advances  Attachments

Trip types:
Currently, only business trips can be
requested via travel management.

Business trip = Travel for business purposes
outside the HVV metropolitan area

General Data Destination Additional Information
*Start of business trip: *Country / Region Trip Type, Statutory

‘ (5} | ‘ Germany i) | Business Trip
Departure: *Destination business trip: *Trip Type, Co.-Specific:
| Departure from First Workplace V]| 9] [ Businesstip

*Paint of departure (full address);

*End of business trip:

Where does the trip begin?:
1. Workplace = Regular

Arrival

! Arrival at First Workplace Workp|ace

*Point of arrival (full adress): Ap rtment = Home

\ Different location
Additional data Type of funding of travel expenses
Authorizing office: entirely funded by Universitat Hambure:

UH
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*Reason business trip:

Additional comments;

”

e.g., “Frankfurt Book Fair
Vi

Save & Submit [EEVCREEeENTC

19



View explained: “Details” section 2

0000000000

Delete (i [2 [7 X

Details Itinerary Cost Assignment Estimated Costs Advances Attachments

*Point of arrival (full adress):

Additional data Type of funding of travel expenses

Authorizing office: entirely funded by Univi

Authorizing office = Supervisor
Daily return to place of residence/ 1st place of work: partly funded by Univerg

O
Business trip with private stay:

forbearance of funding by Universitit Hamburg:
O =

*IBAN:

travel expenses
\ =

IBAN = Traveler’s bank account

Changes to IBAN / new IBAN required:
O

claim amount in EUR]

BahnCard available?:

= Changes to IBAN / new IBAN required = Select if

Proof attached?:

no IBAN for this traveler is stored in the system
or the stored IBAN must be changed

Itinerary

Create private stay elete 4+ &

m Save  Cancel
UH T -
L2V Universitat Hamburg
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0000000000

Details Itinerary Cost Assignment Estimated Costs

*Point of arrival (full adress):

Additional data

Authorizing office:

View explained: “Details” section 3

Delete (3 [0 17 X

-

Advances  Attachments Type of funding = which portion of the costs

should be covered by the
University of Hamburg

(only one can be selected)

Type of funding of travel expenses

entirely funded by Universitat Hamburg:

& O
Daily retum to place of residence/ 1st place of work: partly funded by Universitat Hamburg;
O O
Business trip with private stay: forbearance of funding by Universitat Hamburg;
u| O Fill in the requested amount only if travel
“1BAN travel expenses covered by following third party: expenses are covered by a third party
o | (specify this third party in the field “Travel
Changes to IBAN / new IBAN required: Flaim amount in EUR: ‘ expenses Covered by f0| |owing th”'d
O 0,00

BahnCard available?:
L]

Proof attached?:

Itinerary

party”)

Proof attached? = Documentation for th

reason for the trip, e.g., conference program

Create private stay ~ Delete 4 {5}

v
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Requesting a business trip—selecting an IBAN

Additional data

Authorizing office:

=

Daily return to place of residence/ 1st place of work:

Business trip with private stay:

*IBAN:

|
Changes to IBAN / new IBAN required:

BahnCard available?:

Proof attached?:

-
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4

1. Requirements: The IBAN must be stored in the system already; if none
is available, check “Changes to IBAN” and enter a new IBAN.

2. Atthe end of the “IBAN” field, click the selection.

3. Thedialog box “Select: *IBAN” opens.

Select: *IBAN

[ search Q Hide Advariced Search E

IBAN @ |

4. Click the magnifying glass in the sri bar:

JJJJJ [t
18N
'DE3200000000020001554

5. Double-click the correct IBAN and the dialog box will close. The IBAN is
imported into the form.
22



View explained: “Itinerary” section

Itinerary

Create private stay elete 4+ &
Event in Itinerary Destination Country / Region Trip Begins On Trip Begins At

No items found.

Overview of the
trip itinerary

Create private stay = Add a private travel period
Delete = Delete trip segment (“Delete” only
becomes available once an option is selected)
“+”/Add = Insert a new trip segment

Settings = Settings for column view
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Requesting a business trip—
inserting a private stay in “Itinerary”

1. Click “Create private stay.” The
g x dialog box “Create Trip Break”

] opens:

0000000000

4. Meeting TU Halle

o
&

Details Itinerary Cost Assignment Estimated Costs Advances Attachments
Changes to IBAN / new IBAN required: claim amount in EUR:
Create Trip Break
0,00 P
BahnCard available? *Start: | 15.02.2025, 07:00 [
*End: | 16.02.2025, 07:00 [}
Recurrence: | No Recurrence
Proof attached?: N
umber: | 1

.
Cancel

2. Enter the period of the private stay

Itinerary
within the business trip.
Create private stay ~ Delete 4 {5
Event i ltinerary Destination Country / Region Trip Begins On Trip Begins At 3. Click “Confirm.” The d|a|og box
©)  Additonal Dastination Frankiur Germany 15022025 080000 > closes and the private stay is saved

in the trip itinerary as “Break.”
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Requesting a business trip—inserting an additional trip

segment

-
Estimated Costs Advances Attachments
Destination Country / Region
Frankfurt Germany
Germany

Create private stay
Trip Begins On
15.02.2025

15.02.2025

Delete + (&
Trip Begins At
08:00:00 >

08:01:000 >
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1. Additional trip segments are only necessary for longer
trips with multiple destinations. Click on “+”/Add. The

drop-down menu “Additional Destination” opens on the
right.

Frankfurt Delete [4 [ X

Additional Destination

on German Trip Begins On
15.02.2025
Trip Begins A

08:00:00

B

Details

Trip Begins On

15.02.2025 ®m

Trip Bogins At

08:00:00 5}

Country / Region

Garmany

2. Enter the date of the trip from the previous destination
toward this new destination.

3. Save the new destination by clicking “Save & Submit.”

25



View explained: “Cost Assignment” section

Delete = Delete cost center or WBS element

(“delete” becomes available only after selecting
List of cost centers or WBS elements through which the trip an option)
is financed.

A dummy cost center is preset as a suggestion; this must

“+”/Add = Insert a new trip segment
Settings = Settings for column view

be changed.

Cost Assignment

Delete -+ &}
Cost Assignment Percentage
®) Cost Center 600000 (600000), Funds Center 60000000 (60000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) | 100,00 | % >
o

Specify the cost distribution

across multiple cost centers or
WBS elements (if applicable).
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Requesting a business trip—changing cost allocation to funding source

1. You can change the percentage shares of funding
directly in the field.

To make further changes to an entry, click the
arrow at the end of the row. A drop-down menu

0000000000
4. Meeting TU Halle

&

5

x
N

ot

Details Itinerary Cost Assignment Estimated Costs Advances Attachments. . . .
with the details opens on the right.
Additional Destination Germany 15.02.2025 08:01:00
Cost Assignment
002 £ X e
Delete 4+ - gg:sz:gy) Code 3420 (Universitat
Cost Assignment Percentage

Company Code Universitat Hamburg Percentage
Business Area 50,00 %
Cost Center 600000 (600000), Funds Center 60000000 (60000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) 5000 | % >

®) Cost Center 400000 (400000), Funds Center 40000000 (40000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) | 50,00 | % >

Details

.. s T

Accounting Object

Cost Center ~

Percentage:

50,00 | %

Company Code:
3420

Cost Center

3. Save the dujusLtu LUSL dilutd LIUIILLIJ_)/ cIicking the

“Apply” button.
ki
L2V Universitat Hamburg
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Requesting a business trip—adding cost allocation to funding source

1. First, change the percentage shares of funding
directly in the field. Now, you can add a new cost

allocation/account assignment.
0000000000 E B B8 %

. @, ”» .
, 2. Click on “+”/Add. A drop-down menu for entering
4. Meeting TU Halle = . .
}v
new details opens on the right.
Details  ltinerary ~ CostAssignment  Estimated Costs  Advances  Attachments
Additional Destination Germany 15.02.2025 08:01:00
002 £ %
Cost Assignment Company Code 3420 (Universitat
Hamburg)
Company Code Universitat Hamburg Percentage
elete 4 {5} Business Area 50,00 %
~H#
Cost Assignment Percentage .
Cost Center 600000 (600000), Funds Center 60000000 (60000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) 50,00 | % Details
) Cost Center 400000 (400000), Funds Center 40000000 (40000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) 50,00 | % >
= Accounting Object
| cost Center v
Draft saved Save  Cancel —
| 50,00 | %

Company Code:
3420

Cost Center.

3. Choose a cost center and WBS through the
selection in the account assignment object.

4. Toselect the account assignment, open the search
bar at the end of the field or enter it directly.

5. Save the new cost allocation by clicking the “Save &
m (R
(2l Universitdit Hamburg Submlt button

DER FORSCHUNG | DER LEHRE | DER BILDUNG

28



View explained: “Estimated Costs” section

Enter the estimated costs including
VAT for the upcoming business trip in
the corresponding field (rounded sums

are sufficient).

Estimated Costs

Category

costs of travel/flight
participanticonference fee
overnight accommodation
daily allowance
other expenses

Total

UH
i
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To Be Approved

Settings = Settings for column view

&

Estimated Costs

0,00 | EUR

0,00 | EUR

0,00 | EUR

0,00 | EUR

0,00 | EUR

0,00 EUR

29



Requesting a business trip—entering or deleting an
advance payment

Advances

Delete 4 &

Amount Exchange Rate Amount in Settlement Currency Cash Payment Date

. 250,00 EUR [T

1. Clickon “+”/Add. A new row is created: . 000 | [ Eur @

2. Enter the desired advance payment as a sum. The advance payment must not exceed 80% of the total trip costs.

3. “Delete” only becomes available once an option is selected. Advance payments can no longer be deleted once you click
“Save & Submit.” A dialog box appears, asking you to confirm the deletion:

4. Todelete an advance payment after the request has been submitted, you must add a new field a o Coi

corresponding advance payment amount as a negative value. it S
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OK  Cancel
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View explained: “Attachments” section

Before saving
4. Meeting TU Halle

Details  Itinerary ~ CostAssignment  Estimated Costs  Advances  Attachments

. 25000 || EUR [T |

Attachments

You must first save your trip in order to upload items.

UH
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Draftsaved  [EOERSNRTY Save  Cancel

0041000222

4. Moating TU Halle

Detals  Winerary  Cost Assignment

Attachments

E}_ programm_bertin,pdt

TEST_REISEN3 - 0

After saving

Assigning a business trip request
number after saving

Adding attachments

By save Cancel

31



Requesting a business trip—adding and deleting

G B g x

0041000222

Teetng 10 Tiane.

Details  ltinerary ~ CostAssignment  Estimated Costs  Advances  Attachmem
Attachments
Q. programm_berlin.pdf
TEST_REISENS - 09.12.2024, 14:29:04 - program ®
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1.

Documentation for the entered expense items can
be uploaded individually by clicking “Upload
Business Document.” For guest expense reports,
you must upload the cost assumption declaration.
The dialog box “Upload Business Document” opens.

Upload Business Document

*Document Type:

v
*File Path
(==
Description:

In the field “Document Type,” clicking the arrow at
the end opens a drop-down menu to select the
correct document type.

Click “Browse” to select the location of the digital
document.
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Requesting a business trip—saving and submitting

0041000222 8¢ g x Once all required fields (*) are
4. Meating TU Halte g filled in, click “Save & Submit” to
Detals Mnemy Costhssgnment EstmatedCosts  Advances  Attchments send the business trip
B 2000 [ b request/notification for approval.
overnight accommodation O,OGV EUR
daily allowance [ 0,00 | EUR
other expenses | 0,00 | EUR
Total 500,00 EUR
Advances
+ @
Amount Exchange Rate Amount in Settlement Currency Cash Payment Date
400,00 EUR 1,00000 400,00 EUR No 09.12.2024

Attachments

E}_ programm_berlin.pdf

TEST_REISEN3 - 09.12.2024, 14:29:04 - program
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Requesting a business trip—editing a travel request

My travel requests ~

Mysalf, Tina Travel (40000404)

ployos Name: Startof b v
aarch Q| [ Tina Travet © From (17.08.2024) [ adaptFiers 2 [
Travel Requests (19) * o=@
Teip Number Reason business trp Dastination businesstrlp  Country / Region Lipaia Strtof business ip = End of business trp Total Cost Authortzing office
0041000222 4 Moating TU Halle Bertin Garmany 15.02,2025, 090000 17022025, 00:00:00 50000 EUR  TEST_VORGESL
0041000283 Tast Fubo Bertn Garmany 03.02.2025, 05:00:00 08.02.2028, 21:00:00 80000 EUR
0041000287 #2 Retest Toronio Canada o Be Setted| 28.12.2024, 05:00:00 31.12.2024, 1300:00 100000 EUR
0041000221 Meeting Berlin Germany ')'U‘“J P B 16.12.2024, 00:00:00 18.12.2024, 22:00:00 50000 EUR
0041080231 Tagung Berlin Garmany Trp ApprovediTo Be Settsd| 12.12.2024, 2010000 13.12:2024, 22:00:00 70000 EUR
0041000220 Meeting Berln Garmany Trin CompletediOpen 10.12.2024, 00:00:00 12.12.2024, 00:00:00 50000 EUR
0041000217 Test Englischo Sette Halls Garmany Approwed 03.12.2024, 08:00:00 04.12.2024, 6090:00 00 EUR
0041000222 BN cov o 2 7 x

4. Meeting TU Halle

Destination business trip Berlin

Country / Region Germany

Trip status

Pending

Start of business trip 15.02.2025, 00:00:00

End of business trip 17.02.2025, 00:00:00

« Ensure you are aware of current entry requirements for your destination. German citizens can find a Ust here:

Total Estimated Cost
500,00

the Federal Foreign Office’s Crisis List gnin)
Details Cost Assignment Estimated Costs Advances Attachments
General Data Destination

Start of business trip:
15.02.2025

UH
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Country / Region:
Germany

t.deide. We also

Additional Information

Trip Type, Statutory.
Business Trip

d that you register on

1.

Requests that are not yet
marked as “Trip Complete/To
Be Settled” can still be edited.
To do this, click on the request
in the “Travel Requests” view.
The detail view for the request
opens.

Click the “Edit” button. The
fields become editable again.
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Settling travel

expenses




Overview: Settling travel expenses

» Creating a new expense report

= Amending your trip details

= Entering a daily allowance

= Entering an overnight stay allowance

= Entering your mileage

= (Creating a new expense

= Uploading attachments

= Saving and submitting

= Editing travel expenses

UH
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Page 39
Page 42
Page 43
Page 44
Page 45
Page 50
Page 53
Page 54
Page 55
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Settling travel expenses—my travel expense reports

a 8

1. After completing your trip, any
incurred costs can be submitted
= for reimbursement. To do this,
S click on the tile “My Travel
Tm—— p—r— P Costs” on the home page.
2. The “Expense Reports” view
i L opens.
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View explained: Expense Reports

business trip Filter trips by status using the

reguests arrow at the end of the field Delete = Delete
expense report
(“Delete” only
becomes available

My travel costs v

Myself, Tina Travel (40000404)

*Employee Name: Trip status: Start of business trip:

Search Q| [ Tina Travet ) + | [From (17.08.2024) © Adapt Fiters (2) [
once an option is
Expense Reports (12) ote + [ T = & selected)
“w_n
‘ S o b o . . _ R +”/Create expense
Trip Number Reason business trip Destination business trip Country / Region Trip status Start of business trip End of business trip Total Expenses
report = Create new
0041000283 Test FuPo Berlin Deutschland Submitted 03.02.2025, 05:00:00 05.02.2025, 21:00:00 556,00 EUR

expense report

0041000287 42 Retest Toronto Canada Approved 28.12.2024, 05:00:00 31.12.2024, 13:00:00 662,00 EUR  ° Export as PDF = Open
the expense report as
a PDF (only available
once you have selected
0041000231 Tagung Berlin Germany Approved 12.12.2024, 20:00:00 13.12.2024, 22:00:00 41400 EUR > an existing report)

Sort = Sort the request

0041000235 Retest Englisch Teststadt Germany Approved 02.12.2024, 07:00:00 02.12.2024, 22:01:00 314,00 EUR >

0041000233 Testtrip Englisch Testort, TeststralRe 4 Germany Approved 01.12.2024, 07:00:00 01.12.2024, 22:00:00 264,00 EUR

0041000221 Meeting Berlin Germany Submitted 16.12.2024, 00:00:00 18.12.2024, 22:00:00 719,20 EUR

list by columns
0041000220 Meeting Berlin Germany Open 10.12,2024, 00:00:00 12.12.2024, 00:00:00 556,00 EUR > G rou p = Defi ne g rou ps

for a consolidated view
Settings = Column
properties

List of available expense
reports

Trip status:

Green/Approved = Expense report approved
Yellow/Submitted = Expense report submitted
Gray/Open = Expense report not yet submitted

UH
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Settling travel expenses—creating a new expense report

Destination business trip Country { Region
Berlin Deutschland
Torento Canada
Teststadt Germany
Testort, Teststrafie 4 Germany

Berlin Germany

Berlin Germany

Berlin Germany

UH
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Trip status

Submitted

Approved

Approved

Approved

Approved

Submitted

Open

Start of business trip:

v | | From (17.08.2024)

Start of business tip

03.02.2025, 05:00:00

28.12.2024, 05:00:00

02.12.2024, 07:00:00

01.12.2024, 07:00:00

12.12.2024, 20:00:00

16.12.2024, 00:00:00

10.12:2024, 00:00:00

End of business trip

05.02.2025, 21:00:00

31.12.2024, 13:00:00

02.12.2024, 22:01:00

01.12.2024, 22:00:00

13.12.2024, 22:00:00

18.12.2024, 22:00:00

12.12.2024, 00:00:00

=8
Total Expenses

556,00 EUR
662,00 EUR
314,00 EUR
264,00 EUR
41400 EUR
719,20 EUR

556,00 EUR

1. Clickon “+/Create expense report” to open the
dialog box “Create expense report”.

Create Expense Report

*Trip Schema:

‘ Business Trip (=
Available Travel Requests / Plans:

| 0041000222 =

Create Expense Report Cancel

2. Enter “Business Trip” in the “Trip Schema” field,
then select the corresponding travel request
number either by entering it directly in the field or
by clicking the search icon at the end of the field
and choosing the correct entry.

3. Click “Create Expense Report.” A new expense
report will be created using the existing trip ID.
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View explaine

{ SAP My travel costs v

d: My Travel Costs (1)

Summary of Total

travel data costs/reimbursement
List of available expense 0041000222 sum

4. Meeting TU Halle

Myself, Tina Travd
Form sections: “Details”,
“Itinerary”, and “Cost
Assignment” are imported
rom (17.08.2024) i) Start of business trip 15.02.2025, 00:00:00 rom your trave| request

End of business trip 17.02.2025, 00:00:00

Adapt Filters (2) m —~Hz—

Details

Search

Trip status Total Expenses Total Reimbursement

Trip status

ltinerary Cost Assignment Flat-rate subsidy Mileages Advances Receipts Attachments Comments

Expense Reports (13) + N E @

General Data Destination Additional Information
Trip Number Reason business trip 3;50’\3'10“ DISTkt *Start of business trip: Country / Reglon: Trip Type, Co.-specific:
15.02.2025 | Germany @ | | Business trip |
0041000222 : :
Draft 4. Meeting TU Halle Berlin > I *Trip Begins At Destination business trip: *Reason business trip:
> 00:00:00 o | 4 Meeting TU Halle |
Country / Reglon: Germany
T ststiss New I Departure: Additional comments:
Start of business trip: 15.02.2025, 00:00:00 Departure from First Workplace t h t . k The accommedation cost are cavered privately.
End of business trip: 17.02.2025, 00:00:00 *Point of departure (full address): wi an asteris
*
Total Expenses: 0,00 EUR Mittelweg 177 ( ) must be
0041000287 #2 Retest Toronta *End of business trip:
Country / Region: Canada A708.2025 8
Trip status: Approved *Trip Ends At
Start of business trip: 28.12.2024, 05:00:00 00:00:00 o
End of business trip: 31.12.2024, 13:00:00 Arrival
Total Expenses: 662,00 EUR ArrivatatHome 3,
0041000283 Test FuPo Berlin *Point of arrival (full adress)
Country / Region: Germany Musterstrafle 1

Trip-status: Submitted

ess trip: 03.02.2025, 05:00:00

Start of bu

UH
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View explained: My Travel Costs (2)

SAP My travel costs ~

~
Myself, Tina Travel (40000404)
0041000222
4, M ing TU Hi
*Employee Name ST Huky
Q | | Tina Travel o Trip status Total Expenses Total Reimbursement
N " Destination business trip Berlin New 0,00 EUR 0.00 EUR
art of business trip: Country / Reglon Germany
~ | | From (17.08.2024) © Start of business trip 15.02.2025, 00:00:00

—-

End of business trip 17.02.2025, 00:00:00

Adapt Filters (2) E

Expense Reports (13)

Detalls  Minerary  CostAssignment  Flatratesubsidy  Mileages  Advances  Recelpts  Attachments
1=
+ LE @ General Data Destination

Trip Number Reason business trip ‘[:":f""am" fisncs *Start of business trip Country / Region:
15.02.2025 ® Germany ©

;?:,: S 4. Meeting TU Halle Berlin *Trip Begins At Destination business trip:
00:00:00 )

Couniry / Reglon: Germany

Trip status: New Peparkag:

Start of business ip: 15.02.2025, 00:00:00 Depertire from First Workplaco ]

End of business trip; 17.02.2025, 00:00:00 *Point of departure (full sddress)

Total Expansss: 0,00 EUR [ Mitelweg 177 )

0041000287 #2 Retest Toronto *End of business trip:

Couniry / Reglon: Canada 298815 8

Trip status: Approved *Trip Ends At

Start of business trip: 28.12.2024, 05:00:00 00:00:00 )

End of business trip: 31.12.2024, 13:00:00 P

Total Expenses: 662,00 EUR

0041000283 Test FuPo Berlin

Country / Region: Germany
Trip status: Submitted
Start of business trip: 03.02.2025, 05:00:00

Anival at Home

*Point of arrival (full adress):

MusterstraRe 1

Comments

Additional Information

Trip Type, Co.-specific:
Business trip

*Reason business trip:
4. Meeting TU Halle

Additional comments:

The accommodation cost are covered privately,

Cancet |

Save & Submit = Request goes into the approval process

UH Save = Request is saved as a draft
Cancel = View is closed, the request is not saved

L2V Universitat Hamburg
DER FORSCHUNG | DER LEHRE | DER BILDUNG

Export as PDF = Open the
request as a PDF:

“Release” has no function
Full-screen view = The

request expands to full
screen
Close = The request is closed
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Settling travel expenses—amending your trip details

My travel costs

Mysalf, Tina Travel (40000404) g 5
0041000222 2 a3 x

The form sections

Q Tina Travel @ Trip status Total Expenses Total Reimbursement

Start o Dastina Dot New 0,00 EUR 0,00 EUR {3 M ” o« M ”
2] et e Details”, “Itinerary”, and

o a8 W e - “Cost Assignment” are
Expense Reports (13) + & homE General Data Destination Additional Information i m po rted fro m yo u r
I - business trip request. They

0041000222

e 4 Meeting TUHalle  Berlin \) .T;,;‘sun., At . Destination :M:“:;:‘j:;"‘: Ca n be a m e n d ed a S

o German
i |

Departure: Additional comments:

e 02 s oo e PP s ; i ram o needed.
End 17.02.2025, 00:00:00 *Point of departure (full address): .
000 EUR Mitetweg 177 f h h f d g
#2 Retest Toronte “End of business trip: I yo u C a n ge t e u n I n
s x 17.02.2025 =
source, the approval
p: 28.12.2024, 05:00:00 DD._DQ.OU_ 2 .
- s process will restart.

Artival at Home

0041000243 Tam Fupd, Berthn. *Paint of arrival (full adress)

Country | Regior: Germany Musterstrate 1

mitted =
[ [ [

s trip: 03.02.2025, 05:00:00

Cost Assignment

+ @
Cost Assignment Percentage

Cost Center 600000 (600000), Funds Center 60000000 (60000000), Fund DUMMY (DUMMY), Company Code 3420 (Universitat Hamburg) ‘ 100,00 ‘ %
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Settling travel expenses—entering a daily allowance

0041000222
4. Meeting TU Halle

linerary  Cost Assignmen

Flat-rate subsidy

Daily allowance

1f you have received free meals,
please enter thesa under “Enter
deductions”

Dally atiowance 56,00 EUR

Disable the dark-colored icons for any meals that
were provided, then click “Apply and Close.”
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Flatrate subsidy  Mileages  Advances

Overnight stay allowance

oFF

0,00 EUR

Enter Deductions.

The “Daily allowance” button in the “Flat-rate subsidy” section is set to
“ON” by default, and the amount is automatically calculated. If meals
during the trip have been provided by others (including hotel breakfast),
you must create corresponding deductions by clicking “Enter
Deductions.” The dialog box “Per-Diem Deductions” opens.

Per-Diem Deductions

Per Diem Reimburs. for Meals
56,00 EUR

Per Diem Reimburs. for Accommodations
0,00 EUR

Deselect by clicking on the relevant icon

Date Breakfast Lunch Dinner  Meal Coupons Overnight

16.02.2025 & H H n a

LU LR LET R Apply  Reset  Cancel
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Settling travel expenses—entering an overnight stay allowance

l Enter Deductions

Daily allowance Overnight stay allowance

Flat-rate subsidy

If you have received free meals, OFF

please enter these under “Enter

deductions”
Ovemight stay allowance 0,00 EUR

Daily allowance 56,00 EUR

If you did not stay in paid accommodation (i.e., no
accommodation receipt is available or you stayed with family or
friends), a flat-rate lodging allowance may be granted.

In the “Flat-rate subsidy” section, activate “Overnight stay
allowance” by clicking the button to switch it from off to on. A
flat rate will be calculated.
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View explained: “Mileage” section

0041000222 G 2 3 X
4. Meeting TU Halle

[, Amount to be reimbursed—
automatically calculated

Details Itinerary Caost Assig]

List of entered self-driven

Mileages routes
Copy = Copy route (“Copy” becomes available
Copy Delete + @& only after an option is selected)
Sequence Number Total Distance Total Reimbursement Date Delete = DEIete rOUte (”De'lete." beCOmeS
e o001 300 KM 60,00 EUR 15022025 > available only after an option is selected)

“+”/Add = Create new route
Settings = Change column properties

UH
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Settling travel expenses—entering your mileage

There are two ways to enter a new
route that you drove

- ° [JD

a: By copying an existin
0041000222 o © o Yy copying g

_ route:
4. Meeting TU Halle .
- Select a route from the list
Details Itinerary Cost Assignment Flat-rate subsidy Mileages Advances Receipts Attachments Comments - C||Ck “Copy"
A new route is added to the
Mileages list and can be edited
or
Copy Delete + & b: Click on “+.”
Sequence Number Total Distance Total Reimbursement Date

@DOI 300 KM 60,00 EUR 15.02.2025 >
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Copy = Copy route
Delete = Delete route
° ° ° “Release” has no function
Vlew exp I a I n Ed : MI Ieage Exit full-screen mode = Return to the list
Close = Closes the detail view
Back/Next = Navigate to the previous or next entry

Mileage v

e Distance traveled from start to
41 '
001 destination (doubled for a round Copy Delew [2 55 X

trip)

Date 15.02.2025 Total Distance Total Reimbursement
300 KM 60,00 EUR
~
Details Vehicle
(Start) date of the trip
Total Distance: Date:
300 15.02.2025 m|
Number of passengers: Comment (please give a reason for significant official interest):

Comment field (also used for explaining the
business purpose)

Country / Region:

Germany o]
Start Location:

Mittelweg 177, 20146 Hamburg
End Location

Musterstrafle 1, 29274 Musterstadt

Vehicle

Vatict Type Type of vehicle used for the
Car rOU‘te

Significant official interest

No

Draftsaved [[Ihng Cancel

Business purpose = Special trips

(e.g., transport of equipment)
e
L2V Universitat Hamburg
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View explained: “Advances” section

0041000222 G @ 2 x
4. Meeting TU Halle
‘E’f
Details  Minerary  Cost Assignment Flat-rate subsidy ~ Mileages  Advances  Receipts  Aftachments  Comments
Display of advances (shown [REEES
only if advances were paid
@

U : tby 't.‘:}']f| b ) Amount Exchange Rate Amount in Settiement Currency Cash Payment Date On |y the COI umn VieW can be
niversi y 0 am urg 400,00 EUR 1,00000 400,00 EUR No 08.12.2024 changed in thlS section

Deletion is not possible.

Receipts

Copy Delete 4+ &

Document Number Expense Type Date Receipt Amount Settlement Amount Original Receipt Amount  Origin Itemized
. 001 Hotel 15.02.2025 100,00 EUR 100,00 EUR 100,00 EUR  Entered Manually
Category: E1
Attachments
n
ﬂ Business trip application form
WF-BATCH - 17.02.2025, 14:20:51 - Business trip application form ®
Ill programm_berlin.pdf
= S

e T
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View explained: “Receipts” section

Copy = Copy expense item (“Copy”
becomes available only after an option is
selected)
' Delete = Delete expense item (“Delete”
Recelpes becomes available only after an option is

selected)
R S “+"/Add = Create new expense item

Document Number Expense Type Date Receipt Amount Settlement Amount Original Receipt Amount  Origin Itemized SEtt| ngs =C ha n ge COI umn prO pe rties

e 001 Hotel 15.02.2025 100,00 EUR 100,00 EUR 100,00 EUR  Entered Manually >

Category: E

List of expenses entered for
the trip
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Settling travel expenses—creating a new expense

Receipts
Qocument Number  Expense Type Date  Receipt Amount
Q Hotel 15.02.2025 100,00 EUR
Category: 1

Settlement Amount

1. There are two ways to enter a new expense item:

a: By copying an existing item:

- Select an item from the list

- Click “Copy”

A new receipt is added to the list and can be edited

Copy Deleste + &
Original Receipt Amount  Origin Itemized

100,00 EUR 10000 EUR  Entered Manually

2. Click the receipt type and
confirm by clicking “Select.”
The detail view opens.

Fill in the details and save
by clicking “Apply.”
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[¥] Hotel

or
b: Click on “+.”
The dialog box “Add Receipts” opens.

Add Receipts

o

elected: 1

Car Rental

Deduction

| Deduction (Seminar)
Expensa for Taking P

Flight

Flight paid

15022025 10000 EUR

Hotel paid
Non Refundable Amounts
OtherExpenses g
Other Expenses, paid

10000 En 2
] Parking

Public Transport 10000 EUR

Seminar/Workshop 15020 =]
Taxi sisrinns
15022008 a
Telephone YR
| Teain 1702025 a

Train Paid

Vignette

Visa

Private Expenises / Spiit Receipts

.........



View explained: Expense Type Details 1

DOD(;;_MCMJ Copy Delete [2 5§ X
G Select the expense type using
z:;v::a:; L ?;‘:2.2025 jﬁ;g);;' EUR the SearCh funCtion
Description of the expense (e.g., Copy = Copy expense
Details Private Expenses / Split Receipts

Delete = Delete expense item
“Release” has no function

train fare round-trip from A to
: B)

Expense Type:

Hote © Exit full-screen mode = Return to the
Amount Location: Number: | ISt

. = | Close = Closes the detail view
Amount Country / Region .

100,00 EUR =] Back/Next = Navigate to the
Date previous or next entry

15.02.2025 E] |

*From Date Bus. Purposd

15.02.2025 =)

*To Date:

17.02.2025 =]
Comments:

Enter the amount (including
VAT) in the free-text field and
Private Expenses / Split Receipts SE|ECt the currency —— ng the

search function

ey,

Apply [T
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View explained: Expense Type Details 2

0041000222 /
001 Copy Delete [7 55 X
Hotel
Country / Region Date Amourit
Germany 15.02.2025 100,00 EUR
Paper Receipt = If an original
Details Private Expenses / Split Receipts . .
paper receipt exists, scan and
Expense Type: Description Paper Recelpt up load it
| Hotel | | =
Amount: Location: Number:
| 100,00 |EUR 3| .
_— — Location where the expense was
100,00 EUR Germany =] incurred
Date: Short Info:
[ 15.02.2025
*From Date: 4 . . .
T - Short info = Comments or information
*To Dato about the receipt (detailed text >
i comment field on the left)

Comments:

Date of the corresponding invoice

Private Expenses / Split Receipts

" m

Draft saved m Cancel

Additional comments/information
a3 Universitait Hamburg
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Settling travel expenses—uploading attachments

0041000222

4. Meeting TU Halle

Details  ltinerary  Cost As:

Category: F

Flat-rate subsidy  Mileages

Attachments

Business trip application form

WF-BATCH - 17.02.2025, 14:20:51 - Business trip application form

t L. programm_berlin,pt

TEST_REISEN3 - 09.12.2024, 14:29:04 - program

Comments

8 Tina Travel: The accommodation cost are covered privately.
40000404 - 17.02.2025, 14:26:36

Draft saved [ESUCEEGLY Save  Cancel

G 2 a x 1. For each of the previously entered expense items, add
receipts individually to the report by clicking “Upload
Business Document.”
2. Thedialog box “Upload Business Document” opens
Upload Business Document
G
I‘"Document Type:
. *File Path: :
[ | Browse...
@ lDescﬂplloﬂ
m Cancel
3. Inthe field “Document Type,” select the correct type
from the drop-down menu.
4. Click “Browse” to select the location of the digital
document.
Note:
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You cannot delete documents once uploaded. If a document

must be deleted, contact the Category and Support
Management Team (733).
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Settling travel expenses—saving and submitting

0041000222

4. Meeting TU Halle

G B &3 x

Details Itinerary Cost Assignment Flat-rate subsidy Mileages  Advances Receipts Attachments Comments
Receipts
Copy Delete 4 {5
Document Number Expense Type Date Receipt Amount Settlement Amount Original Receipt Amount  Origin Itemized
s, 001 Hotel 15.02.2025 100,00 EUR 100,00 EUR 100,00 EUR Entered Manually >
Category: £
Attachments

ﬂ Business trip application form
WF-BATCH - 17.02.2025, 14:20:51 - Busin

application form

E }_ programm_berlin.pdf

TEST_REISENS - 09.12.2024, 14:29:04 - program

Comments

Tina Travel: The accommodation cost are covered privately.
40000404 - 17.02.2025, 14:26:36

UH
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it

Draft saved JEEERSTLLTE Save Cancel

1.

2.

To submit the expense report to the Travel

Management Team, click “Save & Submit”.

The dialog box “Expense Report” opens.

Expense Report

4. Meeting TU Halle

Berlin
Date Total Expenses Reimbursement
15.02.2025 - 17.02.2025 0,00 EUR 0,00 EUR

[~ 1 duly certify that my information is correct and that | have incurred the

stated expenses.
The
insuff

Travel expenses can be reimbursed

[ Submit RGN
Check the box to confirm the accuracy of the

entries, then click “Submit.”

ed supporting documents are attached. | am
and/or missing evidence can lead to a reduction
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SAP Home ¥

Travel Approval Travel Managemen

My Inbox

All Items

L)

Travel Management

My Travel Requests

+1

¢

My Travel Costs

Hs4

UH
iki
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KUS Portal

Travel Management

8

Corrections can only be made to
expense reports that have not
yet been approved (settled).

If you need to modify an
approved expense report, please
contact the Travel Management
Team.
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< SAP

My travel costs v

Mysel!, Tina Travel (40000404)

*Employee Name:

Search Q| | Tina Travet ©
Trip status: Start of business tip
| [From (17.08.202) ©
Adapt Fiters 2) [
Expense Reports (13) elete: T
: Reason business  Destinatio
Trip Number i ness trip
0041000222 4 Meeig T gy
Halle

Country / Region: Germany

Tiip ubmitted

Start of business trip: 15.02.2025, 06:00:00
rip: 17.02.2025, 22:00:00

Total Expenses. 216,00 EUR

0041000287 #2 Retest Toronto

Country / Region: Canada

15 Approved

et 7819 904 AEARAA

0041000222 Edit
4. Meeting TU Halle

Tipstaws  Total Expenses Total Reimbursement

Destination busin

Submitted 216,00 EUR 216,00 EUR

Country /
Start of bu {
End of bus P 17.02.2025, 22:00:00

[~H=l

{~H#}
Details  CostAssignment  Flatratesubsidy  Mileages  Advances  Receipts  Attachmenls  Comments

General Data Destination

Start of business trip:
15.02.2025

Country / Region:
Germany

Trip Begins AL
06:00:00

Destination business trip:
Departure
1

Point of departure (full address)
Mittetweg 177

End of business trip
17.02.2025

Trip Ends At
22:00:00

¥

Save & Submit EEEIV]

3

S Correcting an expense report

1. In the “Expense Reports” overview, open the
relevant report and click “Edit.”

2. Correct the entries, provide explanations, or
upload attachments.

3. Submit the expense report by clicking the
“Save & Submit” button.

. 4. Theexpense report will be marked as
“Submitted.”
Cancel
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