Settling an International Trip
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Y ou can find more information on business trip expense reports here
*  Settling a domestic business trip™°

*  Entering receipts after the fact™
*  Workflow for business trip expense reports 2

General Information

Once the businesstrip is complete, the user can fill in the travel expensereport with the costs and travel
times actually incurred.

There are two waysto start the travel expense report:

1. Y ou submitted abusinesstrip request®® that "rested" until the end of the business trip and was then
moved to your list of open tasks as atemplate for the travel expense report. Y ou then adjust it accordingly.

2. For employees who do not need approval for atravel request, it is aso possible to start the expense report
directly using the menu item "Settle trip” .

The businesstrip expensereport consists of 7 steps. The stepsrelating to trip data, costs and files are
already familiar from the businesstrip request.

Navigation in the expense report menu:
Y ou can move through the program

e by clicking the "Back" and "Next" buttons or
* by clicking the heading fields 1-7
WARNUNG
The following descriptions refer to the standard version of the business trip expense report. Because

it can be customized, the fields and input options displayed may occasionally differ from those
shown here for a particular user.

1. Trip Data
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Fields marked with red lines are required.
The following must therefore be filled in:

From date
Todate
Trip type# International trip

Start region: set to the country in which the requester's work location is located; for awork location in
Austria, thisis Austria

Start location: manual entry of the address where the trip begins, e.g., the work address or the private
home address

Destination region: enter the country in which the destination is located

Destination: manual entry of the address, e.g., of the hotel at the destination, a conference center, a
customer site, etc.

Purpose of trip: required entry
Description: not arequired field; used to enter additional information

Overnight allowances: If applicable, enter here the number of private overnight staysin the home
country (that is, not in a hotel; without an invoice; e.g., with relatives / friends). These overnight stays
are usually reimbursed with a flat-rate amount that depends on the applicable collective agreement.

After you enter the start and end dates of the trip, another field opens for entering the times of departure and
return.

The actual total duration of the trip must now be entered in this form.

Based on the entriesin From date, To date, From time and To time, the per diem you are entitledto is
calculated.

The following example shows a completed first page

Dienstreise-Abrechnung

o AsEronut s & Zuick

1 Reisedaten € Etappen ) Tgliche Abziige O Kilometergelder © selege ) Berechnete Kosten @ Dateien © zeitkorrekturen
Reisedaten [ ]

DR-Nummer
Reisender Rennard Renate
von Datum ‘ 10.06.2023 o von ‘ 0s:00 ]

bis Datum ‘ 14.06.2023 [ bis ‘ 22:00 ]

Reisatyp ‘ Auslandsdienstraise ~

Startregion Osterraich

Zielregion ‘ Dznemark
Zweck der Reise: ‘ Kundenbesuche

Beschreibung

Nichtigungsgelder | 0

2. Legs

If thetrip takes placein legs, or if several destinationsin one or more countries are visited one after the
other, this can be recorded under the menu item "Legs'.
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Dienstreise-Abrechnung

£ s Envar spechen | & Zuree
Reise Kurzinfo

Reisender Rennard Renate Reisetyp Auslandsdier

Reisedatum 10.06.23 D6:00 - 14.08.23 22:00 Start/Ende Wien, Dsterrich / K

Danemark

) Rreisedaten 2 Etappen ©) Tsaliche Abziige ) Kilometergelder © eelege () Berechnete Kosten ©) Dateien © zeitkorrekturen

Es sind keine Etappen zugeordnet

zu erfassen, wobsi =n 2n der dster ischen Grenze (bei Fahrten zwischen

Zielregione enzibertrittszait an der Grenzs der 5

nkte des Abfluges und der Landung am ost

chen Flughafen zu erfassen, Zeitraume der Dien die nicht Auslands

appen sind, sind automatisch Inlan

en und nicht extra

en.

item Mittag- und Abendess

Anzahl der Tage =

tarbeiter nicht beides en. werden die Ausland

— Zuruck

Weiter —

Clicking "Add trip leg" opens the input form:

Dienstreise-Abrechnung

i s Ent s | ¢ Zuriek
Reise Kurzinfo [ ]

Reisender Rennard Renate Reisetyp Auslandsdienstreise
Reisedatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende wien, Bstarreich / Kope:
€) Reisedaten 2 Etappen ©) Tigliche Abziige O Kilometergelder © Belege D Berechnete Kosten @ oateien ) zeitkorrekturen

o~ | e e e ] e e ]
1| Danemark - ‘ - ‘ @ ‘ = ‘ allo &

Reiseetappe hinzufiigen

an der Grenze der

und nicht e:

rbeiter nicht beides en. werden die Ausland

~ Zuriick Weiter —

3. Daily Deductions

Dienstreise-Abrechnung

Reise Kurzinfo [ ]

Reisender Rennard Renate Reisetyp Auslandsdienstreise
Raisadatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, Dsterrsich / Koper
€) Reisedaten @ Etappen O Kilometergelder © Eelege (@ Berechnete Kosten @) Dateien ) zeitkorrekturen

Datum Frithstiick Mittagessen Abendessen
10062022 On O 38 O Nein I8
1082023 Ol ONein 332 O Nein I8
12.08.2023 Oz O nein 012 O Nein O0nr Q
13.06.2023 O Ja G2 O Nein Ol O
14082023 Oz O nein O Onein O O nain

|Kz ne vom Unternehmen bezahite Mahizeiten (Abziige) |

— Zurick Weiter —

This page is where meals paid for directly by the company are recorded, e.g., if you receive amea alowance
or similar that is offset in this way against restaurant costs or similar.
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If this does not apply to you, click the line "No meals paid by the company (deductions)”. This sets all
checkpointsto "No".

4. Mileage Allowance

If the trip or part of it was made using a private motor vehicle, you can enter the data here.
Click "Add mileage receipt” to open the input form.

Dienstreise-Abrechnung
Reise Kurzinfo [ ]

Reisender Rennard Renate Reisetyp Auslandsdienstreise
Raisadatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, Bsterreich { Kopenhagen, Danemark
€) Reisedaten @ Etappen ©) Tagliche Abziige 4 Kilometergelder © Eelege (@ Berechnete Kosten @) Dateien ) zeitkorrekturen

Es sind keine Kilomatergelder zugeordnat

+ Kilometergeld-Beleg hinzufiigen

— Zurick Weiter —

The datais entered here:

Dienstreise-Abrechnung
T p——
Reise Kurzinfo [ ]
-

Reisander Rennard Renate Reisetyp Auslandsdien

Reisedatum 10.06.232 06:00 - 14.06.23 22:00 Start/Ende h / Kopenhagen, Dénemark
€) Reisedaten € Etappen € Tégliche Abziige 4 Kilometergelder O Belege D Berechnete Kosten © oateien ) zeitkorrekturen
Kilometergelder [ ]
1| ENEERES ° [al4]a v | o
[x ¥ aleln
\\ L + 4+ 0
+
Gesc! .230

+ Kilometergeld-Beleg hinzufigen

— Zuriick Weiter —

The following required fields must befilled in:

* From date

* From km: odometer reading of the vehicle at departure (or at the start of adaily leg)

* Tokm: odometer reading of the vehicle after returning (or at the end of adaily leg)

*  Number of km: calculated from the odometer readings entered and cannot be overwritten
Additional entries are needed for

* Number of passengers
e Number/km of passengers
because these may also be included in the calculation of the mileage allowance.

The data for the start and destination are already filled in, but can be edited using the

button and supplemented using
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. Clicking

opens alink to Google Maps, where the legs of the trip can be marked. Thetotal kilometers between the start
and destination (or round trip) are also entered.

If the outbound or return trip involves severa legs, e.g., if several conference venues are visited on different
days, each leg must be recorded separately by adding another mileage receipt.

5. Receipts

The next step is entering receipts.
Y ou can also enter receipts after the fact; see Travel Expense Report - Receipt Entry™

Dienstreise-Abrechnung
@ Als Entwurf speichem | € Zurick
Reise Kurzinfo ®

Reisender Rennard Renate Reisetyp Inlandsdienstreise

Reisedatum 01.06.23 08:00 - 04.06.23 18:00 Start/Ende Wagenseilgasse 14, 1120 Wien, Osterreich / Messepl. 1, 4600
Wels, Osterreich

ﬂ Reisedaten Q Tagliche Abzuge 3 Kilometergelder o Belege e Berechnete Kosten Q Dateien e Zeitkorrekturen

Es sind keine Kilometergelder zugeordnet

+ Kilometergeld-Beleg hinzufiigen

+  Zurick Weiter —

The input form opens when you click the "Add receipts' button.
The following must be entered:
» Receipt type: clicking the arrow opens a selection list (hotel with VAT, train ticket, hospitality, flight
ticket, hotel, toll receipt, parking ticket, other receipts, streetcar and subway tickets, taxi receipt).
* From date: date the receipt was issued, with a calendar picker
» Region: country in which the receipt was issued
* Amount and currency (of the receipt): you can enter the receipt in the currency in which it was issued

» Paid by co.: paid by the company - if your company books the costs directly, e.g., by bank transfer to
the recipient or payments made with a company credit card. Amounts marked this way are not included
in the calculated costs.

Example
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Here, flight tickets (purchased in Austria, therefore in euros), hotel costs (in Danish
kroner, DKK) and restaurant costs (also in Danish kroner, DKK) were entered.
Dienstreise-Abrechnung

@ 4 vt spicher || ¢ Zurick

Auslan

Reisender Rennard Renate Reisetyp

Raisadatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, Osterrsich / Kopenhagen, Danemark

€) Reisedaten € Etappen ©) Tégliche Abziige Q) Kilometergelder (D) Berechnete Kosten @ Dateien ) zeitkorrekturen

Belege [ ]
- S

1 || Flugticker « ||| @
4

2 [Hotel | |1oeam2z || [s2e DKK ~ [u] =z o
4

2 |[Bewiraung v | |13062023 [ [138 oKk v [s] SF Firma X1z + 2
4

Beleg hinzufiigen

I h. Dies= B Dat n dis D) dznd Isbteil !
— zuruck wieiter —

6. Calculated Costs

After the data above has been entered, the costs are calculated in accordance with the applicable laws and tax
rates.

Y ou can see that the receiptsin foreign currencies have been converted to euros. The conversion uses the
official exchange rate on the day the receipt was issued.

Dienstreise-Abrechnung
e s et speches | & Zurck
Reise Kurzinfo [ ]

Reisendar Rennard Renate Reisatyp Ausland:
Reisedatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, O: | Kopenhagen, Danemark
€) Reisedaten © Eteppen ©) Tagliche Abziige © Kilometergelder © oeleae 6 Berechnete Kosten @ Dateien Zeitkorrekturen

Berechnete Kosten [ ]
n

Disten

Taggeld Bsterreich 5%26.4[5% 26,4] 132,00 EUR. 132,00 EUR 132,00 EUR 0,00 EUR

Kilometergeldes

s sind keine Kil I
Belege
Flugricker 312,00 EUR 312,00 EUR 312,00 EUR 0,00 EUR
Hox 528,00 DKK 0,00 DKK
Bewirtung 136,00 DKK 0,00 DKK
SUMME 533,00 EUR 533,00 EUR 533,00 EUR 0,00 EUR
Die dargastelite Barechnung wurde auf Basis der von Thnen erfassten Reisskosten arstellt und ist vorbehaltlich der Genshmigung und Korrekeur durch den Vorgesatrten baw. durch die Personalabeailung

7. Files

Here you can upload additional documents that cannot be assigned to any receipt.
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Dienstreise-Abrechnung

IR @ Als Entwurf speichern | € Zurlick
Reise Kurzinfo [ ]

Reisander Rennard Renate Reisetyp Ausland;

Reisedatum 10.06.23 06:00 - 14.05.23 22:00 Start/Ende Wien, Osterreich / Kopenhagen, Dénemark

€) Rreisedaten © Etapeen © Tagliche Abziige © Kilometergelder © bclege O Berechnete Kosten © zeitkorrekturen

Allgemeine Anhange [ ]
e

+~ Zuniick

Weiter —

Clicking "Add attachment” opens the input form:

Dienstreise-Abrechnung

o naErmast sechem | ¢ 2k
Reise Kurzinfo [ ]

Reisender Rennard Renzts Reisetyp Auslendsdier

=

Reisedatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, Gsterreich / Kopenhagen, Danemark

) Rreisedaten @ Etapeen @) Tagliche Abzuge © xilometergelder © eelsge ) Berechnete Kosten © zsitkorrekturen

Allgemeine Anhange [ ]
e S S N

& Datei hochladen o

Anhang hinzufigen

— Zurick Weiter —

8. Time Correction

Because business trips are absences, a corresponding time correction must be made to the working time.

Dienstreise-Abrechnung

[SPONITEE Sl @ Als Entwurf speichern | 4 Zuriick
Reise Kurzinfo [ ]

Reisender Rennard Renate Reisetyp Auslandsdier =

Reisedatum 10.06.23 06:00 - 14,06.23 22:00 Start/Ende Wign, Osterreich / Kopenhagen, Danemark

) reisedaten € Etappen ©) Taaliche Abziige ) xilometergelder 0 Belege ) Berechnete Kosten ) Dateien 8 Zeitkorrekturen
Zeitkorrekturen

Es sind keine Zeitkorrekturen zugeordnet

Hinzufigen

BITTE B
manuell

— Zuriick B Prozess starten

TS

nstreisen ist zu beachte

h aktive Reisezeiten = DR-

Lenken des Fahrzeuges, Vorbereitungen im Zug) bei der Hachstgrenze der tglichen Arbeirszeit

en sind! Zeitkorrekturen sind unabl

ngig von der Art und Dauer der Dienstreise immer

Clicking "Add" opens the input form:
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Dienstreise-Abrechnung

CY Tl | = i Entwurf speichern | Zuriick
Reise Kurzinfo [ ]
-

Reisetyp Auslan:

Reisender Rennard Renate

Raisadatum 10.06.23 06:00 - 14.06.23 22:00 Start/Ende Wien, Osterrsich / Kopenhagen, Danemark

€) Reisedaten € Etappen ) Tgliche Abziige O Kilometergelder O Belege (D Berechnete Kosten @ Dateien 8 Zeitkorrekturen

Zeitkorrekturen

zu korrigierende Reisezeiten

| Diensereis= v @

| 10.08.2003 &/ o800 ol o

Hinzufugen

on der Art und Dauer der Dienstreise immer

=
= Zurick B Prozess starten

After you have made your entries, you can start the expense report process (red "Start process' buttons) or
saveit as adraft; see the green marking "Save as draft".

If the expense report is saved as a draft, it appearsimmediately under open tasks.

As with other open tasks™, you can forward, edit, cancel, comment on or print the task directly from the list
(see red marking).

Offene Aufgaben ) Bt e e X

% Markierte Aktionen durchfithren Z Aktualisieren Auswah| ~ @, Filter einblenden @ Verlauf Aus 8 Druck

30.06.2023 Rennard Renate Reiseabrechnung befiillan @ ReiseabrachnungStandard | erstellt:
12:56:59 (SuW0001, SuW-Personal) 3

29.06.2023 Rennard Renate Reiseabrechnung befiillen iseabrechnungStandard | erstellt:
17:08:16 (5uWW0001, Sul-Personal) 8:16

N

If the expense report is opened for editing, you can save it again and forward it, cancel it, or just saveit:
Dienstreise-Abrechnung
D Stomieren || ® Speichern € Zuriick
1 Reisedaten o Etappen a Tagliche Abziige o Kilometergelder 9 Belege G Berechnete Kosten o
DR-Nummer 0060209 =
Reisender fennard Renats hile
von Datum | 10.06.2023 [ von | 0E:00 @ e
Lie Pt | 14.05.5003 - wie | 20.0n - kr,_EE
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