UNIVERSITAT
BAYREUTH

First steps in the Bavarian Travel
Management System BayRMS

Employee profile and default settings

. The prerequisite for using BayRMS is registration and login with certificate file in the portal ,Mitarbeiterservice
-O)- Bayern®; https://mitarbeiterportal.bayern.de

You can find video instructions on how to register in the portal under the link
(https:/lIwww.authega.bayern.de/gate/web/res/help/attachments/help_videos_lff/authega_msb_registration_certificatefile_\V0424.mp4)

and on the intranet of UBT.

Log in to the ,,Mitarbeiterservice Bayern* portal and
select the ,,Reisemanagement” service.

Hilfe zur Anmeldung und Registrierung Hilfe zu den Diensten

 Hotline authega

Personliche Daten

Settings - Personal data

Personliche Angaben
When you register for the first time, you will automatically e ) [ 3§ |-y o
be redirected to the personal data ("Personliche Daten) P i— o = o
section. You cannot use BayRMS without the mandatory B
information ( marked with an *). R S WIS o
. . . . . . Bezugekonts @
Note the information with this symbol for further mformatlﬂ
on the fields. o
A o o o
Datenschutz
1 ich kann zur anderen avsgewantwersen O
Angaben zum Reisevertaufin den E-Miaits @

o If you wish to make changes to the employee profile
'Y/ ata later date, you can do so via the left-hand
vertical bar - menu item Settings (,Einstellungen®).




Select your employment authority if the correct number
is not already entered. This is usually ,,1524016
Universitat Bayreuth”

To change it, click on the triangle at the end of the input
field. The dialogue ,,Bitte wahlen Sie lhre ...“ opens

1. enter the service number 1524016 as
the search term.

2. click on the magnifying glass

3. select your office from the list of search

results.
4. transfer the search results to the
Employment authority field
Referat/Funktion:

Short name of your chair or organisational unit

Mitzeichner: You can clean up the list of co-signers via the
menu item Einstellungen > Mitzeichner. This item only appears
after the first application has been created. In the approval
request, enter your co-signer / approver ( e.g. your closest
superior or their representative) to whom you must send
request for co-signing or approval. You can search for the
person via ,Mitzeichnung -> Mitzeichner aus eigener
Dienststelle auswahlen“. The heads of an organisation mus
select ,Reisekosten Universitat Bayreuth“ as a co-signatory.

In the ,,Mitzeichner wahlen“ search dialogue, you can select
all colleagues who

= are already BayRMS users or have already opened
BayRMS once in the "Mitarbeiterservice Bayern".

= have no made a setting in the data protection area that
they do not wish to be involved in the workflow.

Persénliche Daten

Persénliche Angaben
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Datenschut
% Ich kamn zur in Vertretung (inkl. Sekretariaslosung) von anderen o
Angaber = is O

Beschaftigungsbeorde

0615500 (Landesamt fur Finanzen Dienststelle Regensburg)

Dienstort Referat/Funkior Eingruppierung
Testdorf o 3L4 o A9 (1]
570 33 378

Mitzeichner

I 372 Funktionstest 6 11

I Mitzeichner Karl Test P

e 65

I Mitzeichner-Leit RMS 3L4

Neuen Mitzeichner aus eigener Dienststelle auswahien

Reisekosten Universitat Bayreuth Reisekosten

@ You can use the placeholder ,%" for the search, e.g. ,Schmid%*. This

s search may take a long time.

—~ Please select,

= if you are an employee of a chair, an institution, a department or a unit, your direct superior. (Corresponds to
the previous regulation for business trip applications)

= if you are the head of an institution an no longer have a subsequent approver, the travel expenses

department (search term: Reisekosten)

Data protection:

In the default setting, you ar visible in the system and can be selected as a co-signer/approver. If you change the
setting to ,keine Teilnahme®, you cannot be selected as a co-signer/approver.

It is recommended to keep the default setting!



Einste"ungen - Vertl'etung A\ Einstellungen

> Personliche Daten

> Voreinstellungen

If you have been selected as a co-signer by a colleague, ;
BayRMS will ask you to specify a substitue. /e

> Vollmachten

Vertretungen

Under Einstellungen > Vertreter, select your authorisation or co-
signing substitute in the event of your absence (holiday, illness, Folgende Personen vertreten mich: ®@
etc.). Via the

Button you can add people.

Einstellungen — Vollmachten (=Secretary function) ~ Einstellungen

> Persénliche Daten

> Voreinstellungen

Using the authorisation function via Einstellungen >
Vollmachten it is possible to have a travel request created by
another person (e.g. secretary). You can add people bei

using the button Volmachten

Bevollméchtigte Personen

> Vertretungen

> Vollpachten

Rahmen der

I e Ihr
it auf die durch trage. a Na-
hierfur Di jederzeit von Ihnen oder der

5o den Eintrag im Reisemanagement lgschen.

Vollmacht hinzufligen

Vollmacht erteilt von

bevollmAchig!, Reisedaten zu erfassen und entsprechende Antrage zu stellen. Sie kénnen die
imacht rieit werden kann.

Bitte beachten Sie,

Persons for co-signing, deputy regulation and secretarial function must already have created a profile in
BayRMS otherwise they cannot be selected. In addition, the data protection box must be remain ticked.

Voreinstellungen

A Einstellungen

You can define default settings for your application under the e
Voreinstellungen menu item. This data is then transferred to R > oot
your new applications as a proposal. > Vertretungen

> Vollmachten

Vorelnste"ungen - REIsedaten Meine Voreinstellungen
Genehmigung und Abrechnung
Document the data in advance if you have frequently recurring Fa
. Dienstreise - 0 2Zweck der Reise:
travel scenarios. 2
Recommendation:
Trip type: Dienstreise

Authorisation type: allgemeine Genehmigung !!'! not applicable



Voreinstellungen — Buchungsdaten

You can store the booking data or KLR data for your trips via
the menu item Einstellungen > Voreinstellungen >
Buchungsdaten or KLR-Daten. If you use several cost
centres/cost types, create a ,Booking or KLR-data record* for
each one.

The names of the fields do not correspond to UBT
conventions, we cannot change these names. Do not let this
confuse you.

Buchungsdatensatz swmrgnn

Designation: please select a descriptive designation,
z. B. ,DR Standard*

Bezsichnung
Dienstreise Standard

Ervltorung * Kaptel* Tl -
0000000 1524 54740 Titel Zusatz

Erweiterung: 0000000

Kapitel: i.d.R. 1524

Titel: i.d.R. 54740

KL R'Date nsatz KLR-Daten (falls von Ihrer Behorde gefordert) )
Designation: please take a descriptive designation,
z. B. ,DFG Project 123"

Bezsichnung *
Dienstreise Standard
Kostenstalle -

Verfahren: FSV000

Buchungskreis: 0001

Kostenart: normally 68500 (Budget) or 6851 (third party funds)
or 65130 (extarnel travel expenses)

Kostenstelle: (normally chair cost centre, e. g. 74 000 000)

or cost unit (for third-party funded projects, e. g. 74 000 218)

@ We strongly recommend that you preset this data. You can add a new default setting using the button. The system is the
S same as for the department selection.

Please ask your secretariat or the management of your organisational unit for the booking and
KLR-data.





