
Persönliche Daten   
  

No. Translation 

01 Settings 

02 Personal Data 
 

 

 

 

 

 

 

 

 

 

01 

02 



 
 
 

  

 

No. Translation 

01 Personal Data 
02 Travel expenses will be 

reimbursed to the salary account  
03 Edit  

  

  

  

  
  
  
  
  

 

 

 

 

 

 

01 

02 

03 



 
 
 
 

  
 
No. Translation 

01 Personal Data 
02 Personnel number 
03 Titel 

04 Last name 
05 First name 
06 Street, house number 
07 Country 
08 Postal code 
09 Place of residence 
10 E-Mail Adress 
11 Additional Email 
12 Telephone number  
13 Salary Account 
14 Employment authority 
15 Place of employment 
16 Unit/Function 
17 Classification 
18 Data protection 
19 I can be selected for co-

signing/approval or by proxy (incl. 
secretarial solution) by others 

20 Details of the itinerary in the e-
mails  

21 Cancel 
22 Save 

   

 

07 06 

05 04 03 02 

12 11 10 

09 08 

19 

17 16 15 

14 

13 

01 

18 

20 

22 21 



Voreinstellungen     
  

No. Translation 

01 My default setting 
02 Authorization and Billing 
03 Travel dates 
04 Travel days 
05 Means of transport 
06 Fellow travelers 
07 Incidental costs 
08 Booking data 
09 KLR data (if required by your 

authority) 
10 Submit the application 
11 Co-signature 
12 System 
13 Date filter 
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02 

03 

04 

05 

06 

07 

08 

09 

13 

12 

10 

11 



  

No. Translation 

01 Travel dates 
02 Type of trip - please select 
03 Purpose of the trip 
04 Start of the trip - please select 
05 End of the trip - please select  
06 Cancel 
07 Save 
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01 

03 

04 05 

06 07 



 

  

No. Translation 

01 Means of transport 
02 Description 
03 Means of transport - please select 
04 from 
05 to 
06 Cancel 
07 Save 
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02 

03 

04 05 

06 07 



 

  

No. Translation 

01 Fellow travelers 
02 First name 
03 Last name 
04 Office 
05 Official title 
06 Cancel 
07 Save 

 

 

 

 

 

 

 

 

 

 

01 

02 03 

04 05 

06 07 



 

  

No. Translation 

01 Incidental costs 
02 Incidental costs - please select 
03 Cost 
04 Remarks 
05 Cancel 
06 Save 

 

 

 

 

 

 

 

 

 

 

 

01 

02 

03 04 

05 06 



  

No. Translation 

01 Booking data 
02 Description 
03 Extension 
04 Chapter 
05 Titel 
06 Titel Addition 
07 Budget number 

08 Level 1 
09 Level 2 
10 Level 3 
11 Cancel 
12 Save 
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02 

03 04 05 06 

07 08 09 10 

11 12 



  

No. Translation 

01 KLR data (if required by your 
authority) 

02 Description 
03 Procedure 
04 Company code 
05 Cost element 
06 Cost center 
07 Cost object 

08 Information 1 
09 Information 2 
10 Information 3 
11 Cancel 
12 Save 
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02 

03 04 05 06 

07 08 09 10 

11 12 



 

  

No. Translation 

01 Submit the application 
02 Authorization type - please select 
03 Note about the trip 
04 Cancel 
05 Safe 
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02 

03 

04 05 



 

  

No. Translation 

01 Co-signer 

02 Please Select 
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02 



 

  

No. Translation 

01 System 
02 Data filter 
03 List filter days back  
04 Cancel 
05 Safe 
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02 

03 

04 05 



Vollmachten    
  

No. Translation 

01 Powers of attorney 

02 People with power of attorney 

03 Here you can authorize persons to handle 
your personal travel matters as part of the 
secretarial solution. The power of attorney 
covers the areas you have selected (your 
own approval applications, accounting 
applications, ordering travel funds). You 
hereby authorize the person to submit 
legally binding declarations of intent 
(applications) on your behalf. The power of 
attorney is valid when the authorized 
person is created in Travel Management. 
The authorized person will be informed of 
your authorization by e-mail. You still have 
access to the applications created by the 
authorized person at any time. Please note 
that the data is entered and sent in your 
name and that you are responsible for this. 
The power of attorney can be revoked at 
any time by you or the authorized person 
by deleting the entry in Travel 
Management  

04 Add power of attorney 

05 Authorizatio granted by 

06 You have been authorized by the following 
persons as part of the secretarial solution 
to enter travel data and submit 
corresponding requests on their behalf. 
You can delete the authorization yourself 
at any time. Please note that a new 
authorization can only be granted by the 
respective person themselves.  
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No. Translation 

01 Please select 
02 Application for approval 
03 Claim for travel expenses 
04 Order for travel expenses 

05 Cancel 
06 Grant power of attorney 
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02 

03 

04 

05 06 



 

  

No. Translation 

01 Please select 
02 Application for approval 
03 Claim for travel expenses 
04 Order for travel expenses 

05 Cancel 
06 Grant power of attorney 

 

 

 

 

 

01 

02 
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04 

05 06 



Wie stelle ich einen Antrag in BayRMS   
  

No. Translation 

01 New application for approval 
02 Date of journey 
03 Information on the journey 
04 Type of journey 

05 Purpose of the journey 
06 Dates of the journey 
07 Date journey starts 
08 Date business starts 
09 Place journey starts 
10 Date business ends 
11 Date journey ends 
12 Place journey ends 
13 Cancel 
14 Next 
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04 

05 

06 

08 09 

10 

07 

12 

13 

11 

14 



 

 
 
 

  

 

No. Translation 

01 Travel days 
02 Please complete the missing data 

you are legally required to 
provide. 

03 Edit 

04 Delete 
05 Deactivate 

  

  

  

  
  
  
  
  

 

 

01 

02 03 04 

05 



 

 
 
 
 

  
 

No. Translation 

01 Travel days 
02 Accommodation 
03 Times 

04 Time journey starts (time you 
leave home) 

05 Time business starts 
06 Time business ends 
07 City 
08 Business locations 
09 According to the legal 

requirements of Article 9 
Paragraph 1 of the Bavarian Travel 
Expenses Law (BayRKG), details 
about accommodation and any 
costs from the second day of 
travel must be recorded. 

10 Were you provided with a meal or 
catering? 

11 Yes or NO 
12 Lump sums  
13 Please do not make a selection 

here 
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02 
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04 05 

06 

07 

08 

09 

10 

11 

12 

13 



 
 
 

 
No. Translation 

01 Accommodation 
02 Times 
03 Time business starts 

04 Time business ends  
05 City 
06 Business location 
07 Accommodation 
08 Accommodation provided free of 

charge 
09 Hotel/accommodation booked 

and paid for by place of work 
10 Hotel/accommodation booked 

and paid for by travel service  
11 Hotel/accommodation paid for by 

me and included in the travel 
expense claim form 

12 Night spent traveling 
13 Private overnight stay 
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02 

03 

04 

05 

06 

07 

08 

09 

10 

11 

12 

13 



 

 

 
 
 

  

 

No. Translation 

01 Accommodation 
02 -Accommodation provided free of 

charge 
-Hotel/accommodation booked 
and paid by place of work 
-Hotel/accommodation paid by 
me and included in the travel 
expense claim form 
-Night spent traveling 
-Privat overnight stay 

03 The bill is made out in  

04 The employer´s name 
05 Your own name 
06 Total costs 
07 Accommodation costs per day 
08 Type of catering provided at hotel 
09 Name of accommodation 
10 Reason for more expensive 

accommodation 
  
  

  

 
 

01 

03 

02 

04 05 

06 07 

08 

10 

09 



 

 

 

 
 
 
 
 

  

No. Translation 

01 Were you provided 
with a meal or 
catering? 

02 Yes  
03 No 

04 Flat rates 
05 No Flat rates 
06 Data transfer for 

subsequent days 
07 Transfer to 
08 Transfer 
09 Cancel 
10 Save 
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06 

05 

04 

03 02 

01 

10 

08 

09 



 

 

 
 
 
 
 

 

No. Translation 

01 Private stays 

02 Private stay 
03 No private stays have 

been entered for this 
journey yet. You can 
enter private stays 
here. 

04 Add a private stay 
05 back 
06 Save current as draft 
07 Forward 
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01 

03 

04 

05 06 07 



 

 

 
 
 
 
 
 

  

No. Translation 

01 Privat Stay 

02 Date private stay starts  

03 Time private stay starts 

04 Date private stay ends 

05 Remarks 

06 Data transfer for 
subsequent days 

07 Cancel 

08 Save 

09 back 
10 Save current as draft 
11 Forward 

  

  

 

  

 

 

06 

05 04 

03 02 

01 

07 08 

10 09 08 



 
 
 
 
 
 

  

No. Translation 

01 Stays abroad 
02 Stay abroad 
03 No stays abroad have 

been added for this 
journey yet. You can 
add stays abroad here. 

04 Add a stay abroad 
05 back 
06 Save current as draft  
07 Forward 

  

  

 

 

 

 

 

07 06 05 

04 

03 

02 

01 



 
 
 
 
 
 

  

No. Translation 

01 Stay Abroad 
02 Country  
03 Entry into country 

04 Mode of entry into 
country 

05 Date of entry into 
country 

06 Time of entry into 
country 

07 Departure from 
country 

08 Mode of departure 
from country 

09 Date of departure 
from country 

10 Time of departure 
from country 

11 Remarks 
12 Cancel 
13 Save 
14 Back 
15 Save current as draft 
16 Forward 

 

09 08 

07 

06 05 04 

01 

03 

02 

10 

12 

11 

15 14 

13 

16 



 
 
 
 
 
 

  

No. Translation 

01 Means of Transport 
02 Means of Transport  
03 No means of transport 

have been entered for 
this journey yet. You 
can add means of 
transport here.  

04 Add means of 
transport 

05 Back 
06 Save current as draft 
07 Forward 

  

  

 

 

 

 

07 06 05 

04 

03 

02 

01 



 

 

 
 
 
 
 
 

 

No. Translation 

01 Means of Transport 
02 Means of Transport  
03 Please Select 

04 Travel date 
05 Cancel 
06 Save 
07 Back 
08 Save current as draft 
09 Forward 

 

 

 

 

06 05 

04 

03 

02 

01 

09 08 07 



 

 
 
 
 
 
 

 

No. Translation 

01 Fellow travelers 
02 Fellow travelers 
03 No other travelers 

have been entered for 
this journey yet. You 
can add other travelers 
here. 

04 Add Fellow travelers 
05 Back 
06 Save current as draft 
07 Forward 

 

 

 

 

 

 

07 

04 

03 

02 

01 

06 05 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

No. Translation 

01 Fellow travelers 
02 Add Fellow travelers 
03 Fellow travelers 

04 First name 
05 Last name 
06 Department 
07 Official title 
08 Carriage date 
09 Means of 

transportation 
10 Return Journey 
11 Cancel 
12 Save 
13 Back 
14 Save current as draft 
15 Forward 

 

 

 

 

02 

01 

09 

08 

07 06 

05 04 

03 

11 

10 

12 

13 14 15 



 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

No. Translation 

01 Additional costs 
02 Additional costs 
03 No ancillary costs have 

been specified for this 
journey yet. You can 
add ancillary costs 
here.  

04 Add Additional costs 
05 Back 
06 Save current as draft 
07 Forward 

 

 

 

 

 

01 

07 06 05 

04 

03 

02 



 

 

 

 
 
 
 
 
 

 

No. Translation 

01 Additional costs 
02 Date 
03 Type of ancillary costs 

04 Cancel 
05 Save 
06 Back 
07 Save current as draft 
08 Forward 

 

 

01 

06 

05 04 

03 02 

08 07 



 

 

  
 

 
 

No. Translation 

01 Accounting / Cost and 
activity accounting 

02 Information on the 
assumption of cost 

03 Arrangement point 
04 Classification number 
05 Accounting data/ KLR 

data 
06 Main accounting 

details 
07 Please complete the 

missing data, you are 
legally required to 
porvide 

08 Edit 
09 Division of accounting 

data and KLR data 
10 Divide accounting data 
11 Any other business 
12 Assumption of costs 

third parties 
13 Back 
14 Save current as draft 
15 Forward 

 

08 
07 

06 

05 

03 
04 

02 

01 

11 

10 

09 

12 

14 13 15 



 

 
 
 

 

No. Translation 

01 Submit travel 
authorization form  

02 File upload 
03 Overview of personal 

data 
04 Overview of details of 

claim 
05 Co-signature 
06 Select a new employee 

from your place of 
work 

07 Possible co-signatories  
08 Please select 
09 Comment on the trip 
10 I confirm that the 

information I have 
given is accurate and 
complete. I have read 
the information on 
data protection 

11 Submit travel 
authorization form 

12 Back 
13 Save current as draft 
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01 

10 

09 
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Liste d. GN.-Anträge   

  

No. Translation 

01 List of applications for approval  
02 My applications for approval 
03 New application for approval 

04 Print with current filter 
05 Filter 
06 Further refine search results 
07 State 
08 Journey number 
09 Start of journey 
10 Co-signatory 
11 Actions 
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03 04 

05 

06 

07 08 09 10 11 



 

  

No. Translation 

01 Journey number 

02 Co-signatory 

03 State 

04 Start date 

05 End date 

06 Delete 

07 Search 
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02 

03 

04 

05 

06 07 



   

No. Translation 

01 Please select 
02 All 
03 Being Processed 
04 Approved 

05 Approved subject to conditions 
06 Rejected 
07 In progress/Approved/Approved 

with conditions /Rejected 
08 Dispatch 
09 Claim submitted 
10 Draft 
11 Archive 

 

 

 

 

 

 

 

 

01 

02 

03 

04 

05 

06 

07 

08 

09 

10 

11 



 

   

No. Translation 

01 Approved subject to conditions 

02 Ready to send 
03 Rejected 
04 Claim submitted 

05 Draft 
 

 

 

 

 

 

 

 

 

 

 

 

01 

02 

03 

04 

05 



   

No. Translation 

01 Original Application 
02 Current View 
03 Comparion 
04 PDF 

05 Please select 
06 Journey was not taken 
07 I waive reimbursement 
08 Reimbursement via third party 
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02 

03 

04 

05 
06 

07 

08 



Wie stelle ich einen Abrechnungsantrag in BayRMS   
  

No. Translation 

01 How can I file a claim for travel 
expenses in BayRMS 

02 New claim for travel expenses 
03 New claim approved under 

BayRMS 
04 New claim not approved under 

BayRMS 
05 New collective claim 

 

 

Once approval for a journey has been applied for and granted in BayRMS, you can claim for travel expenses immediately on the basis of the travel details you 
have already entered and had approved. 

 

Use this option if your journey does not require individual approval in BayRMS. 

 

 The collective claim function is a convenient way of claiming for expenses for short business journeys or travel for teaching purposes 
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03 
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No. Translation 

01 New claim for travel expenses 
02 Date of journey 
03 Information on the journey  
04 Type of journey - please select 

05 Purpose of the journey 
06 Dates of the journey 
07 Date journey starts 
08 Date business starts 
09 Place journey starts - please select 
10 Date business ends 
11 Date journey ends 
12 Place journey ends - please select 
13 Cancel 
14 Next 
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02 

03 

04 

05 

06 

07 08 09 

10 11 12 

13 14 



 

 
 
 

  

 

No. Translation 

01 Travel days 
02 Please complete the missing data 

you are legally required to 
provide. 

03 Edit 

04 Delete 
05 Deactivate 
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02 

03 04 

05 



 

 

 
 
 
 

  
  
 

No. Translation 

01 Travel days 
02 Accommodation 
03 Time journey starts 

04 Time business starts 
05 Time business ends 
06 Place 
07 Business Location 
08 Accommodation 
09 Were you provided with a meal or 

catering 
10 Lump sums 
11 Cancel 
12 Save 

   

01 

02 

03 04 

05 

06 

07 

08 

09 

10 

11 12 



 
 
 
 
 

  

No. Translation 

1 Accommodation 

2 Times 

3 Time business start 

4 Time business ends 

5 Place 

6 Business Location 

7 Accommodation 

8 Accommodation 
provided free of charge 

9 Hotel/accommodation 
booked and paid for by 
place of work 

10 Hotel/Accomodation 
booked and paid for by 
travel service 

11 Hotel/accommodation 
paid for my by me and 
included in the travel 
expense claim form 

12 Night spent traveling 

13 Privat overnight stay 

14 Were you provided with 
a meal or catering 

15 Lump sums 

16 Transfer data to following 
days 

17 Apply Until 

18 Apply 

19 Cancel 

20 Save 

  
  

01 

02 

03 

04 

05 

06 

07 

08 
09 

10 
11 

12 

13 

14 

15 

16 

17 18 

19 20 



  

 
 
 
 
 
 

 

No. Translation 

1 Private stays 

2 Private stay 
3 No private stays have 

been entered for this 
journey yet. You can 
enter private stays 
here 

4 Add a private stay 
5 back 
6 Save current as draft 
7 Forward 

  
  
  

  

 

 

01 

02 

03 

04 

05 06 07 



 

 
 
 
 
 
 

  

No. Translation 

1 Privat Stay 
2 Date private stay starts  
3 Time private stay starts 

4 Date private stay ends 
5 Remarks 
6 Data transfer for 

subsequent days 
7 Cancel 
8 Save 
9 back 

10 Save current as draft 
11 Forward 

  

  

 

  

 

06 

05 04 

03 02 

01 

07 08 

10 09 08 



 

 
 
 
 
 
 

  

No. Translation 

1 Stays abroad 
2 Stay abroad 
3 No stays abroad have 

been added for this 
journey yet. You can 
add stays abroad here 

4 Add a stay abroad 
5 back 
6 Save current as draft  
7 Forward 

  

  

 

 

 

 

 

01 

02 

03 

04 

05 06 07 



 
 
 
 
 
 

  

No. Translation 

1 Stay Abroad 
2 Country  
3 Entry into country 

4 Mode of entry into 
country 

5 Date of entry into 
country 

6 Time of entry into 
country 

7 Departure from 
country 

8 Mode of departure 
from country 

9 Date of departure 
from country 

10 Time of departure 
from country 

11 Remarks 
12 Cancel 
13 Save 
14 Back 
15 Save current as draft 
16 Forward 

 

09 08 

07 

06 05 04 

01 

03 

02 

10 

12 

11 

15 14 

13 

16 



 
 
 
 
 
 

  

No. Translation 

1 Means of Transport 
2 Means of Transport  
3 No means of transport 

have been entered for 
this journey yet. You 
can add means of 
transport here 

4 Add means of 
transport 

5 Back 
6 Save current as draft 
7 Forward 

  

  

 

 

 

 

01 

02 

03 

04 

05 06 07 



 
 
 
 
 
 

 

No. Translation 

1 Means of Transport 
2 Means of Transport  
3 Please select 

4 Travel date 
5 Cancel 
6 Save 
7 Back 
8 Save current as draft 
9 Forward 

 

 

 

 

 

03 

01 

02 

04 

05 06 

07 08 09 



 
 
 
 
 
 

 

No. Translation 

1 Fellow travelers 
2 Fellow travelers 
3 No other travelers 

have been entered for 
this journey yet. You 
can add other travelers 
here 

4 Add other travelers 
5 Back 
6 Save current as draft 
7 Forward 

 

 

 

 

 

 

 

01 

02 

03 

04 

05 06 07 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

No. Translation 

1 Fellow travelers 
2 Add other travelers 
3 Fellow travelers 

4 First name 
5 Last name 
6 Department 
7 Official title 
8 Carriage date 
9 Means of 

transportation 
10 Return journey 
11 Cancel 
12 Save 
13 Back 
14 Save current as draft 
15 Forward 

 

 

02 

01 

09 

08 

07 06 

05 04 

03 

11 

10 

12 

13 14 15 



 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

No. Translation 

1 Ancillary costs 
2 Ancillary costs 
3 No ancillary costs have 

been specified for this 
trip yet. You can add 
ancillary costs here 

4 Add ancillary costs 
5 Back 
6 Save current as draft 
7 Forward 

 

 

 

01 

02 

03 

04 

05 06 07 



 

 
 
 
 
 
 

 

No. Translation 

1 Ancillary costs 
2 Date 
3 Type of ancillary costs 

4 Cancel 
5 Save 
6 Back 
7 Save current as draft 
8 Forward 

 

 

04 

01 

02 03 

05 

06 07 08 



 

 

 

  

 
 

 

No. Translation 

1 Details on who will 
cover costs 

2 Classification number - 
Please select 

3 Accounting data/KLR-
data 

4 Main accounting 
details 

5 Please complete the 
missing data you are 
legally required to 
provide 

6 Edit 
7 Division of accounting 

data and KLR-data 
8 Divide accounting data 
9 Any other business 

10 Costs assumed by third 
parties 

11 Back 
12 Save current as draft 
13 Forward 

 

01 

02 

03 

04 

05 
06 

07 

08 

09 

10 

11 12 13 



 
 
 
 

 

No. Translation 

1 Main accounting 
details 

2 Accounting data 
3 Additional information 

4 Chapter 
5 Title 
6 Title addendum 
7 Budget number 
8 Level 1 
9 Level 2 

10 Level 3 
11 KLR data 
12 Procedure 
13 Number for accounting 

purposes 
14 Type of costs 
15 Cost center 
16 Cost-bearing 

institution 
17 Info 1 
18 Info 2 
19 Info 3 
20 Cancel 
21 Save 
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01 

02 

03 04 

05 06 07 

08 09 

11 

12 13 

14 15 16 

17 18 19 

20 21 



 
 
 
 

 

No. Translation 

1 Upload file 

2 Overview of personal data 

3 Overview of details of claim 

4 Type of approval 

5 Comments on the journey 

6 I confirm that the 
information I have given is 
accurate and complete. The 
claim for reimbursement 
does not include any costs 
that were paid directly by 
the employer, travel service 
or by using a company credit 
card (e.g. train or airline 
ticket, hotel costs). The costs 
for reimbursement have 
been entered in the form. I 
have read the information 
on data protection. If costs 
have not been entered in 
the relevant boxes in the 
form, this counts as a partial 
waiver pursuant to Section 3 
(5) BayRKG. 

7 I agree to all notifications 
being sent by email. Please 
use the following email 
address: 

8 Save as ready for dispatch 

9 Send claim form 
immediately 

10 Back 

11 Save current as draft 
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02 

03 

04 

05 

06 

07 

08 09 

10 11 



 

 
 
 

 

No. Translation 

1 Submit the application 

2 File upload 

3 Overview of personal 
data 

 

01 

 

 

02 03 



 

 
 
 
 

 
No. Translation 

1 New collective claim 

2 Accounting data  

3 Type of journey 

4 Type of approval 

5 Classification number 

6 Accounting data 

7 Setting accounting data 

8 Additional information 

9 Chapter 

10 Title 

11 Title addendum 

12 Budget number 

13 Level 1 

14 Level 2 

15 Level 3 

16 KLR data 

17 Setting KLR data 

18 Procedure 

19 Number for accounting 
purposes 

20 Type of costs  

21 Cost center 

22 Cost-Bearing institution 

23 Info 1 

24 Info 2 

25 Info 3 

26 Cancel 

27 Forward 
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07 
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12 13 14 15 
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26 27 



 
 
 
 
 

 

No. Translation 

1 New collective claim 
2 Details of journey 
3 Add day 

4 Back 
5 Forward 

 

 

 

 

 

 

 

 

 

 

 

 

01 

02 

03 

04 05 



 

 
 
 
 

 

No. Translation 

1 Day of travel 
2 Date of travel 
3 Purpose of the journey 

4 Business locations 
5 Time journey starts 
6 Time business starts 
7 Time business ends 
8 Time of journey ends 
9 Place journey starts 

10 Place journey ends 
11 Were you provided 

with a meal or catering 
12 Lump sums (please do 

not make a selection 
here) 

13 Means of transport 
14 Other travelers 
15 Ancillary costs 
16 Comments on the 

journey 
17 Delete day 
18 Copy day 
19 Add day 

 

 

01 

02 03 04 

05 06 07 08 

09 10 

11 

12 

13 

14 

15 

16 

17 18 

19 



 
 
 
 

 

No. Translation 

1 New collective claim 

2 Submit travel 
authorization form 

3 Overview of personal 
data 

4 Show preview 

5 I confirm that the 
information I have given 
is accurate and complete. 
The claim for 
reimbursement does not 
include any costs that 
were paid directly by the 
employer, travel service 
or by using a company 
credit card (e.g. train or 
airline ticket, hotel costs). 
The costs for 
reimbursement have 
been entered in the form. 
I have read the 
information on data 
protection. If costs have 
not been entered in the 
relevant boxes in the 
form, this counts as a 
partial waiver pursuant to 
Section 3 (5) BayRKG. 

6 Save claim as ready for 
dispatch 

7 Send claim 

8 Back 
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05 
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08 



Liste d. Abr.-Anträge   

  

No. Translation 

01 List of claims for travel expenses 
02 My claims for travel expenses 
03 Show all claims for travel 

expenses that are ready for 
dispatsch 

04 Send all claims for travel expenses 
that are ready for dispatch 

05 Show all claims for travel 
expenses that are for dispatch as 
PDF 

06 Print with current filter 
07 Filter 
08 State 
09 Journey number 
10 Business journey number 
11 First travel day 
12 Actions 

 

 

 

 

 

 

 

01 

02 

03 

04 05 06 

07 

08 09 10 11 12 



 

 

 

 

  

No. Translation 

01 Journey number 

02 State 
03 Start Date 
04 End Date 

05 Delete 
06 Save 

 

 

 

 

 

 

 

 

01 

02 

03 

04 

05 06 



 

 

  

No. Translation 

01 Please select 
02 All 
03 Ready for dispatch 
04 Claim submitted 

05 Being processed 
06 Reimbursement approved 
07 Claim submitted/being 

proccesed/reimbursement 
08 Draft 
09 Archive 

 

 

 

 

 

 

 

 

 

01 

02 

03 

04 

05 

06 

07 

08 

09 



 

 

 

  

No. Translation 

01 Claim form ready to submit  
02 Reimbursement approved 
03 Draft 

 

 

 

01 

02 

03 



  

No. Translation 

01 Co-signature/approval 
02 List of applications 
03 (De)activate approval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

01 

0
 

02 



 

 
 

No. Translation 

01 List of applications for co-
signature/approval 

02 Print with current filter 
03 State 
04 Applicant 
05 Start of Journey 
06 Journey number 
07 Actions 
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01 (De)activate approval 
02 The following people are 

authorized to represent me  
03 I represent the following people 
04 Activate 
05 Deactivate  
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01 Active co-signatory 
02 My claims for travel expenses 
03 Claims from people I am currently 

acting as a deputy for 
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01 List of applications for co-
signature/approval from the 
person I am acting as a deputy for 
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No. Translation 

01 Secretary´s office 
02 Applications for approval 
03 Claims for travel expenses 
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No. Translation 

01 Approval 
02 Peaple for whom I have power of 

attorney 
03 Function button - application 
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No. Translation 

01 Applications for approval from 
(Name of Person) 

02 New application for approval 
03 Filter 
04 Further refine search results 
05 State 
06 Journey number 
07 Start of journey 
08 Co-signatory 
09 Actions 
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No. Translation 

01 Claim for travel expenses 
02 People for whom I have a power 

of attorney 
03 Function button - travel expenses 
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No. Translation 

01 Claims for travel expenses from 
(name of person) 

02 New claim for travel expeses 
03 Show all claims for travel 

expenses that are ready for 
dispatch 

04 Send all claims for travel expenses 
that are ready for dispatch 

05 Show all claims for travel 
expenses that are for dispatch as 
pdf 

06 Print with current filter 
07 Filter 
08 State 
09 Journey number 
10 Business journey number 
11 First travel day  
12 Actions 
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