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1 About this guideline

This guideline contains information about how to create or edit settlement forms regarding travel
days for which you are to receive hourly/daily allowance. Section 4 contains information about how to
specify personal time off for which you will not receive hourly/daily allowance.

In order to create a settlement, two steps are required:

1. First, you create a settlement front page which contains a settlement name. The front page is
also used to select a settlement type and purpose as well as numbers for ‘sagsnummer’ and
‘sagsopgave’. ‘Sagsnummer’ and ‘sagsopgave’ correspond to Project and Activity.

2. The information above is then used throughout the settlement form (expenses, mileage and
travel days). A settlement form may contain more than one element.
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2 How to create a settlement front page

already created.

Actions Description

Log on to RejsUd RejsUd is a module in the same — . )
system as IndFak, which is used for £ hitps://indfakZ.dk/|
handling invoices.
Link: https://IndFak2.dk

Select RejsUd Click the airplane icon on the left-
hand side of the screen. x
The main menu will then be
displayed.

Create/edit On the main menu, select Create/fedit settlement
Create/edit settlement. ::f,'sis:f,',f;fis:: f,e:,ac‘;:l
The number in the red circle shows Eﬁi:;‘;’nﬂede .
the number of drafts which you ofl'tlements are also found
have not yet submitted. o

Drafts The list shows the drafts you have

+ e

1- Udgiter og Kor_ Merete Faged
worsel Danak
o 2- Refseafiegning... Merete Foged NY
Hew 2
Ny
o
2-Re w
e 8w
o 1- Udgifter og Ker _ Merete Foged &
Tost b

-

g =
W,PIilE?_(ll 8
279% 8
rI,llf!i!!Ill 8
2026500 B

Create settlement

Create a new settlement by clicking
the button ‘+ New’ (on the top left)
or the round, blue icon with a plus
sign (in the bottom right-hand
corner of the list).

Drafts

+ New
or

Required fields

All fields marked * must be
completed.

If one of these fields is left empty,
an error message will be displayed
when you click Save.
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Actions Description
I8 General details

Depending on the settlement type you may have to fill out additional details.

Settlement details | Write a Settlement name
For example: Settlement details
/ MEF - FR - 01-02-2018 Settlement name *

Konference

v" Course for xxx

v" RejsUd intro meeting Seltlement type *
1-Udgifter og Kersel - Expenses/Driving

Purpose *

Select Settlement type Settlement type *

The settlement type

1 - Udgifter og Kersel - Expenses/Driving

Rejseafregning - Travelling is 2 - Rejseafregning - Travelling
used for trips which last more than 3 - Forskud - Advance payment
24 hours and for any related .
expenses incl. mileage. 2 Rasopyninge
Travel details e i -
Enter the date of departure and Nicjsested
arrival as well as the place of — O
departure (country/city or town) and | e
destination (country/city or town). = ] e
Select the relevant country in the
drop-down list.
Write the name of the city or
town.

Purpose *

Select Purpose.
The field Purpose must contain

information about your destination. Keh/Rejser foretaget i DK/Expenses Denmark
Please note that one of the items on Koh/Rejser foretaget i Udland/Expenses abroad
the list under Purpose is specifically

for EU projects.

RejsUd stedkode

The RejsUd location code 9251 - AU @konomi og Bygninger

(stedkode) will be filled in
automatically in accordance with
the place of employment of the
person travelling. The location code
determines which group of
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Description

approvers who will be asked to
approve the settlement.

In the field ‘Sag’ (Project number),
you can either search for the
relevant name/number for the trip
or write it.

If you click the down arrow, you can

see any previous entries under ‘Sag’.

In the field ‘Sagsopgave’ (Activity
number), you can search for the
relevant name/number or write it
directly in the field. The field
‘Sagsopgave’ will not appear if the
field ‘Sag’ has not been filled in.

Use the down arrow to select
previous entries.

When all fields have been filled in,
the first part of the settlement form

has been completed.
Click Save.

3 Add information about days of travel

Actions
Settlement elements
(cost or mileage)

Description

Sag

Search...

Sagsopgave *

Search._.

or

SAVE CANCEL

When you have selected the settlement type Rejseafregning - Travelling,

the window below will be displayed in which you must select either Cost,

Travel or Mileage.

A white line marks the selected tab. Select Travel.

Additional information is available in the guideline: How to create/edit

settlement forms regarding expenses and mileage.
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Actions

Description

Create element

Create a new element by clicking
the button ‘+ New’ (on the top
left) or the round, blue icon

or
with a plus sign (in the bottom
right-hand corner of the list).
General details The start date and end date are B General details
. d f h f Specify here the basic details of your travel. The travel must last for at least 24
COple rom t e ront page' hours to give travel allowance.
Complete the fields Start time Duration
and End time regarding your Start date * Start time *
.. 6/28/2018 i h:mm a ®
trip in order to calculate any [b
hourly/daily allowance. End date * End time *
06/28/2018 ] h:mm a ®
The allowance rates differ Destination
. . . Country * Location
depending on the destination. Denmark -1 T
. . Description
If you have been travelling in pumose *
pose
Denmark as well as in one or 1- Danmark v
more other countries and/or Description *

personal days off have been
taken, information about this
must be included from departure
to arrival in the date and time
fields. This is described in
another guideline.

Konference
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Travel allowance Based on agreement, select the Travel allowance rates
rates relevant form of settlement for % Travel rates

Based on the setilement type, one or more travel allowance rates are available. On
one continuous travel, the public tax rules state that it is only possible fo travel on
one travel allowance rate.

business trips.
Hourly/daily allowance

Available rates

(standard allowance) is settled in

Standard allowances

: ’
accordance with the government’s percent allowances
rates fOI' Denmark and Other Mo allowances/personal
Countrie S. Reduce travel allowance after 28 days .
By default, the travel allowance is reduced after 28 days. If more, or less days,
Percentage allowance iS should be reduced, every day can be edited later.

settled in accordance with the
government’s rates for Denmark
and other countries.

No allowance/personal is used
if settlement in connection with
your trip is based on documented

expenses.
Meal deductions As a rule, the system expects that 4 Meal deductions
you have nOt pald fOI' any mea].S Select the meals that shall be deducted from the meal allowance. This can be meals

that is included at the hotel, meals you have been treated to, etc.

yourself which means that these

Day Country and Date Breakfast Lunch Dinner
meals will be deducted from your gy ey e
allowance.
Denmark, a
If you have paid for one or more Jo SUn,Jun 24, 2018800 AM - Mon, Jun 25, 2018
. 8:00 AM
meals yourself, you can untick g0 Mon, Jun 25,2018 800 AM - Tue,Jun 26,2018
: 8:00 AM
the relevant bOX(eS)’ and you Wlll 30 Tue, Jun 26, 2018 8:00 AM - Wed, Jun 27, 2018 O
receive the allowance in question. 8.00 AM
Wed, Jun 27, 2018 8:00 AM - Thu, Jun 28, 2018
- 8:00 AM O O
Thu, Jun 28, 2018 8:00 AM - Thu, Jun 28, 2018
5 6:00 PM L

Undocumented If you have paid for lom Accommodation allowance

accommodation accommodation yourself, you can If you do not have a receipt or your expenses are not by your employer, you may a:
. for an accommodation allowance.
allowance apply for accommodation
| want an accommodation allowance
allowance . Accommedation allowance for an overnight stay.

Click the swipe bar for on/off.
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Attachments @ A“achments

Save element

Additional elements

You have completed
the settlement form.

How to submit
settlement forms,
and details about
the approval process

Attach one or more documents to this travel to enhance the documentation of the
travel. You can upload a new document or go to the attachment list fo select
existing documents already attached to the settlement.

Add attachments

Upload attachment Select from attachment list

Click Save. or

SAVE CANCEL

If other elements must be added
to the settlement, you must go
back and select either Cost,
Travel or Mileage for this
element.

When you have completed the
settlement form and it contains d
all the relevant days of travel,

expenses and mileage, the
settlement form must be sent for
verification.

Click the small ‘paper airplane’
icon.

In the next window, click Submit
settlement.

It is important that you send
your completed settlement form
to the verification team.
Additional information is
available in section 4.
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4 List of drafts and how to submit the settlement form

Actions

Description

List of settlements

The settlement forms you have
created, but not yet submitted for
verification are listed under Drafts.

Select a settlement

The settlement forms which you have not yet submitted are listed under
Drafts.

If you click the expense or travel icon, you can see amounts etc on the right.
Note: You can only see the details of grfe settlement form at a time.

By clicking Drafts, you can open the settlement form and see the specific

elements.

Click Edit if you want tg

# Ed. i Delete | «f Send & Anachments & 'inks

Event / Purpose

Destination (City / Settlement total

0.00
1- Danmark DKK
Rejseafregning... Merete Aged NY 1.263.20
2- Udland /Abroad  United States DKK
2- Rejseafregning... Merete Foged NY 270995 H
NewYork 2 - Udland /Abroad  United States KK

See elements

Click the relevant settlement line to see meal deductions etc.

b s > Cratajit sl

Drafts > NewVork

-]

reh 4, 2018 6:00:00_ WY Standard allowances 7 Breakfast, 6 Lunch, 6 Dianer  No 71380 ®
10,2018 60000_ Usined State [i{:

Newtork 6 days 2 haurs
2. Unland {Abroad

Edit travel days

Click the round icon to see information about the individual days. Here you
can also edit the information.

Drafts > MewYork > NewYork

+ e

J 8
NewYork Sunday, March 4, 2018 60000 AM  NY Standard allowances Breakfas, Lunch, Dinner No 12450 B
2-Udiand /Abroad Mon fhed Stales KX

e NewYork Monday, 52 Standard allowances Breakfasd, Lunch, Dinner No 12450 B
2 Udand fatsond Tuesdar, b M Uit St X
Newvork Tuesday, March 6, 2018 60000 AM NV Standard sllowanices Breaktast, Lunch, Dinner to 12450 @

Udand ke wea AN sted States K

o NewVark 860000, WY Siandard allowances Breakfasi, Dinner No 27300 B

2. Udand bwosd o Sates
a8

oy Ve Thirsday, March 8, 2018 60000 AM N standaid allowances Breakiast, Lunch o 27380

Submit settlement

Click the ‘paper airplane’ icon to
submit the settlement for d
verification.
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Actions Description
Submit for All completed settlement forms £ Settlement submit options
e : L : Please select the options which will be used to submit this settlement to the
Verlflcat’lon muSt be Sent tO the Verlflcatlon workflow. You may find preselected or fixed options depending on the
team in Travel Expense Accounts. confguaten
Send action

Select To verification.

To verification
Verify and send to signing

Verify and Sign on behalf of ...

mn Verifier
You may find preselected or fixed options depending on the configuration.
Verifier

Default verifier

= Approver

You may find preselected or fixed options depending on the configuration.

Submit settlement Click Submit settlement.

form
B3 Comment
If you have any comments before submit this settlement to the flow, please
specify it here

Add comments if If relevant, you can also include a Comment

relevant comment to the verifier and/or ‘

approver.

SUBMIT SETTLEMENT CANCEL
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