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REGISTER FOR BAYRMS TRAVEL SERVICE

• https://www.mitarbeiterservice.bayern.de/
If registering for the first
time, click here. We can send 
you separate instructions if
necessary

If you havealready set up
an account click here.
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https://www.mitarbeiterservice.bayern.de/


LOGIN USING CERTIFICATE FILE
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MENU RIBBON
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Members of Staff Authoriszing Office/Secratary´s Office



„SETTINGS“ (EINSTELLUNGEN)
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PERSONAL DATA UNDER SETTINGS 
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SET UP PERSONAL DATA
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Under employer (“Beschäftigungsbehörde”), please always enter 1519016 in order to 
find the person responsible for co-signing your form (co-signatory)
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If you have co-signatory rights or assume the function of the secretary’s 
office, please check the first box, all other employees should leave the 
box deactivated.
Check the second box if applicable (information on the journey stated in 
emails).
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You can use the filter to define in which category you would like to search for
travel authorization forms and travel expenses claims forms.
I would recommend selecting all („Alle“) if you are unsure how the travel
authorization form or the claims form has been saved.
This returns an unfiltered list. 
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However, you definitely should set the date filter to
200 days.
This avoids the possibility of travel authorization
forms or claims forms not being able to be found
straightaway.

DEFAULT SETTINGS UNDER DATE FILTER



DEFAULT SETTINGS ACCOUNTING DATA COMPULSORY
DETAILS IN THE TRAVEL AUTHORIZATION FORM 
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Pot 1

Pot 2

Pot 3



The Box „Description“  is free for you to name the pot as you wish
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KLR-Verfahren: FAUKLR (Standardwert; bitte immer angeben)

Buchungskreis: 0001 (Standardwert; bitte immer angeben)

Kostenart: Bitte entsprechend der zutreffenden Reiseart eintragen.

Kostenstelle: 10-stellige Kostenstelle

Bitte geben Sie die Kostenstelle an, die im direkten Zusammenhang 

mit den Reisekosten steht.

KLR Info 1: Falls zutreffend, hier das notwendige Auswertkennzeichen 

eintragen (verdichtete Titelstruktur).

KLR Info 2: Zahlungspartner Nummer

DEFAULT SETTINGS ACCOUNTING DATA COMPULSORY
DETAILS IN THE TRAVEL AUTORIZATION FORM 



GENERATE PAYMENT PARTNER NUMBER
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Log in to your IdM portal and go to
payment information
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Open the link „Add payment
information“
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Once you send your data, you will see the
following screen with your data. 

NB: Initially, the payment partner number is not 
shown, as it first has to be set up by H4



POWERS OF ATTORNEY („VOLLMACHTEN“), 
PREVIOUSLY SECRETARY´S OFFICE
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Reisekostenstelle

Reisekostenstelle
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ESTABLISHING A POWER OF ATTORNEY



WHAT CAN THE PERSON WITH POWER OF 
ATTORNEY DO FOR ME
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Reisekostenstelle



SECRETARY´S OFFICE
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Reisekostenstelle

Reisekostenstelle



„CO-SINGNATURE/APPROVAL“
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You will be sent an email if an application ist waiting for
your approval.

25



Here you can see all aplications waiting for
you to sign as co-signatory
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To open the application, click on 
the pencil icon on the right hand
side. 

The first screen shows an overview
of the application. If you find this
screen too unclear, you can use
the tabs to swap into each of the
individual areas.

You can then click trough each of the
tabs in order until you come to
„Mitzeichnung“ (co-sign)

Here, you select the next person in the
chain who is responsible for signing
and sign the application if you
believe all the details are correct an 
you agree with the application. 
If you notice something or you would
like to bring something to our
attention to bring something to our
attention that the travel expenses
office should bear in mind when
processing the travel authorization
form or the claim for expenses, 
please enter this in the box for further
requirements („Maßgaben“)



„DEPUTY (VERTRETUNG)“

As a co-signatory, you are obliged to appoint someone to
act as you deputy and process the application if you are
unable to do so for any reason. You should only activate
this option when you are absent (it is also possible to
activate serveral deputies at once), as otherwise
notifications are only sent to your deputy and you qwill
not bei informed when a new application is submitted.

Your deputy can also activate this option if you
are unable to do so, for instance for health
reasons. 
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APPLICATION FOR APPROVAL
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Please select only „Dienstreise“ (business journey) or
„Fortbildungsreise“ (training journey) All other options
are irrelevant for FAU
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When processing individual travel days, it is possible to
deselect the field „Übernachtung“ (accomodation), This is
the case if you return home every day. 
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If you have selected “No”, 
this message will appear! 
Please confirm here with “No, 
I did not receive a meal”.



The section „Arbeitgeberveranlassung“ (employer authorization) 
requires the invoice to be issued to FAU. Please ensure that the
invoice is issue to FAU as otherwise the costs for breakfast cannot
be reimbursed

The total costs refer
to the total costs on 
the invoice, i.e. 
accommodation plus 
breakfast etc. 
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If each day is identical , you can
use the function
„Datenübernahme für Folgetag“ 
(transfer data to next day)
To copy this day for all following
days. 
The days of arrival and 
departure must always be
completed separately.



If all the days have been completed correctly, the overview
looks as follows. 
Please do not use the button delete or deactivate.
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COMBINED WITH PRIVATE STAY
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Your business finishes on July 31, but you add one further private 
day. 



Under „Reisetage“ (travel days), please select „Unentgeltlich 
Übernachtung“ (accomondation free of charge) under
„Übernachtung“ (accommodation)

Under „Reiseende Zeit“ (time travel ended), please enter the time 
you ended your business journey. 
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PRIVATE STAYS („PRIVATAUFENTHALTE“)
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This screen appears if you have entered a private stay



STAYS ABROAD („AUSLANDSAUFENTHALTE“)

Please note that fictional
values can be entered in the
application

As these are compulsory
details, please enter the
estimated times.

These can always be altered
when you submit your claim
for travel expenses.

Acknowledgement of the 
export control guidelines must 
be entered in the comments 
field (e.g. I have taken note of 
the export control guidelines.)41



This screen appears if you have selected a stay abroad.

42



MEANS OF TRANSPORT („VERKEHRSMITTEL“)
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OTHER TRAVLERS („MITREISENDE“)
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ANCILLARY COSTS („NEBENKOSTEN“)
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ACCOUNTING („BUCHUNG/KLR“)

These details are compulsory.
You must complete the accounting details
before you can submit the application. 
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Dummy values may 
not be entered 
unless the travel 
costs are assumed
by third parties



If costs (e.g travel costs or costs for a hotel) are covered by third parties, 
please state here. 
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SUBMIT APPLICATION („ANTRAG STELLEN“) 

For journeys that last several days, please upload proof (program, invitation etc.) here. 
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SUBMIT TRAVEL AUTHORIZATION FORM („ANTRAG 
STELLEN“)

Before you can send off your travel authorization form, you need to
select your co-signatory.
If you cannot find your line manager, please check whether your
really did enter 1519016
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SUBMIT TRAVEL AUTHORIZATION FORM („ANTRAG 
STELLEN“)

They then check whether the classification numbers
(„Anordnungsstelle“) and accounting data are correct.

Once the application has been signed by the co-signatory, it is
forwarded to the line manager.

If the line manager is also authorized to allocate funds and can
confirm the classification number, there is no need for a second co-
signatory.

The line manager checks the details of the journey and whether the
person filing the application is entitled to travel. Finally, the
application is forwarded to the travel expenses office at P6
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Unlike written
applications, the co-
signatory does not have
the final right of 
approval. This now lies 
with P6

Please do not forward
travel authorization
forms to individual staff
members at p6



REMARKS („BEMERKUNG“)

In the box for comments you can inform us of anything relevant to approval

• Details of any partial payments that have been paid out already.
• Waiver of daily allowance
• State if catering provided by third parties (for example if a meal is provided

by Siemens). If so, we can make the necessary changes for tax purposes.
• State whether you will receive remuneration (secondary employment).

• If the application is submitted retrospectively, a justification is required as to 
why approval could not be obtained in time. 54



MAKING SUBSEQUENT CHANGES TO THE TRAVEL
AUTHORIZATION FORM
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If something in your application changes, for instance a longer stay, a change in the mode of 
transport or in accounting data you can resubmit the application. In this case, please include a 
comment explaining that the application has already been approved.



ARCHIVING APPLICATIONS
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CLAIMING FOR TRAVEL EXPENSES ON THE BASIS OF 
THE TRAVEL AUTHORIZATION FORM 
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The travel expenses claim is the mirror image of your travel
authorization form.
This is where you can enter the actual data or any changes that
have arisen

For example, the train costs may have been higher than you had
stated in your travel authorization form. 
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You can add further means of transport in this section, or use the
pencil icon to make any changes. 
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Application Claim for travel expenses

60In the claim, it is possible to correct 
information entered in the application.
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COSTS ASSUMED BY THIRD PARTIES



Please remember to upload the required receipts.

• Receipts for all expenses you wold like to claim for. 

• If you have already received an advance payment, we require the

Please keep all receipts, as audits by the audit office are always possible. Rather than saving
receipts according to legal provisions, the system deletes them at an earlier date. 
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PROCESSING THE CLAIM TRAVEL EXPENSES

In the comments box, you can include any information that is important for us to process
your claim.

• Details of any partial payments that have been paid out already.
• Waiver of daily allowance
• State if catering provided by third parties (for example if a meal is provided by

Siemens). If so, we can make the necessary changes for tax purposes.
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ADDITIONAL CLAIM („ÜBERRECHNUNG“)
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Status of claim for
travel expenses

Changes to the data in the system can 
be made by the traveler themselves.

Please contact the travel expenses office 
(P6) to inform them of your change.

If you have forgotten, for example, to include one means of transport or any ancillary costs 
in your travel expenses claim and you have already received the final notification, you can 
restart the claim for travel expeses and create an additional claim („Überrechnung“).

In this case, please mention in the comments box that it is an additional claim and inform the 
office responsible for making payments that the payment should not be booked until the 
new notification is issued.

If the amount has already been transferred, please also note this in the comments box.



COLLECTIVE CLAIMS FOR SHORT JOURNEYS
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It is not possible to upload receipts for collective claims.
Please wait until you receive an email from us asking you to send us the relevant 
receipts.

Do not use save claim as ready for dispatch.
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CLAIMS FOR TRAVEL EXPENSES WITHOUT BAYRMS
AUTHORIZATION (GENERAL AUTHORIZATION FOR
BUSINESS TRAVEL

Here you have to complete all sections as
the travel expenses claim is not based on 
a previously apporved travel
authorization form 
Please upload the general authorization
for business travel together with the
receipts.
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Once you have singned the declaration of consent, you will receive your
notifications in the way you are accustomed to, via the portal or by email. 

In addition, the office responsible for payment (e.g. the sectretary´s office) will 
receive both notifications by email and can arrange for payment. 

In order for this to work, you must have entered yourself as a payment partner and 
have informed us of your payment partner number in the section for accounting
details.

It should be entered under „Info 2“ on the section entitled „KLR-Daten“. 

This procedure means that there is no need to enter you bank account details, and 
the reimbursement can paid more quickly
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This is an example e-
mail for the person 
authorized to allocate 
funds.



THANK YOU FOR YOUR ATTENTION

Please do not hesitate to conact us if you have any questions or require any

assistance. We are also available on Teams 

Zuv-bayrms@fau.de
Support-bayrms@fau.de
Bayrms-termine@fau.de

😉😉
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